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GSA

1. Overview &

1. Overview

a. PricewaterhouseCoopers LLP (PwC) prepared an FY 2000 Management Letter under
contract to the Office of Inspector General (IG) that addressed leasing. The leasing matter was
included in the IG’s Report Number A001012/B/F/F01012 and transmitted by the Regional
Inspector General for Auditing to the Acting Commissioner on May 29, 2001.

b. PwC “reviewed the leasing files to ensure the files were properly documented” and found
some “discrepancies.” A small percentage of the files did not include either copies of newspaper
advertisements or price negotiation documentation. Accordingly, the report recommended that
PBS “Establish a standardized contract file format in accordance with the GSAM so that individual
pieces of documentation can be located more easily.” PBS management agreed with the
recommendation and, in October 2001, issued guidance to Leasing Specialists instructing them
to use the lease file checklist to organize lease files and to include the lease file checklist in the
lease file. In addition, PBS provided a guidance document to be used in coordination with the
Checklist and that explains the policy requirements for each task.

C. In June 2012, the GSA PBS Office of Leasing issued templates for Request for Lease
Proposals (RLP) and Lease for the models that were developed through the PBS Lease Reform
initiative. Lease models have tailored the lease acquisition documents to the size, complexity,
and security level of the lease transaction. This includes dividing the solicitation for offers into
two documents, a Request for Lease Proposals (RLP) and Lease for each model except the On-
Airport model that does not use an RLP.

The five models are:

+ Simplified Lease Acquisition Model

+ Streamlined Lease Model

* Succeeding Lease, Superseding Lease Model
» Standard Lease Model

*  On-Airport Lease Model

2. Lease File Checklists

This appendix establishes lease file checklists for the following leasing models:

Simplified Lease Acquisition Model
Streamlined Lease Model

Succeeding Lease, Superseding Lease Model
Standard Lease Model

On-Airport Lease Model

These checklists provides a reference point for all tasks/documentation necessary to complete a
lease acquisition and should be used in coordination with the Leasing Desk Guide, which
explains the policy requirements for each task. (Note: In the near future, the GSA PBS Office
of Leasing will be incorporating live hyperlinks from the specific line items in following
lease file checklist to the appropriate Leasing Desk Guide section providing policy
guidance on that specific line item.)

PBS Leasing Desk Guide B-1
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% a. Simplified Lease Acquisition Model

a. Simplified Lease Acquisition Model

Simplified Lease

Agency:

Location:

Square footage:

Project number:

OA number:

Lease number:

Contracting officer:

Leasing Specialist/RGA:

Project manager:
NBC agent:

Broker contract number:

Task order number:

Phone number:

Type of lease action: Simplified
Document

I REQUIREMENTS DEVELOPMENT Required Note in File
A.  SF-81 or Other Request for Space
B. Requirements Development Documentation (TMP,

Needs Interview Checklist, gPM Documentation,
C.  Agency Specific Requirements (ASR) and Design

Schematic
D.  GSA Pricing of Tl Costs to Confirm Within Tl

Allowance
E.  Vacant Federal Space Check
F. Delineated Area
G.  Rural Development Act Compliance
H.  Justification of Delineated Area Outside CBA
l. Notification to City Official
J. Notification to Field Office re: Lease Expiration
K.  Notification to FPS to Request the FSL

—FSL Determination and Security Requirements
L. Initial Scoring Worksheets for Lease Term >5 Years
M.  Draft OA with Simplified Clauses
N.  SLAT Project Management & Acquisition Plan or

File Documentation
Q.  Project Milestone Schedule
P.  National Broker Contract Task Order Documentation
Q.  Other

B-2 PBS Leasing Desk Guide
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a. Simplified Lease Acquisition Model <

Simplified Lease

Document
1. PRE-SOLICITATION PHASE Required Note in File
A.  Task Order / Project Orientation Meeting Minutes
B.  Procurement Summary/FedBizOpps Advertisement
and Responses
C.  Market Survey, Market Survey Report, and Agency
Concurrence
D.  Lack of Competition Memorandum for File
E.  Historic Preservation Compliance Check
F.  Flood Plain Check
G.
H.

NEPA Compliance
Other

Document

lll. SOLICITATION PHASE Required Note in File

A.  Draft RLP Package, including Lease, Special
Requirements, and Security Standards

B.  Technical Review of Draft RLP and Draft Lease

C.  Agency Approval of Draft RLP and Draft Lease

D. RLP Package Distribution List

E.  Final RLP Package with Attachments

F.

G.

Cover Letter and Procurement Summary Form
Transmittal of Final RLP Package to Agency, GSA
Field Office and FPS

H.  Amendments to RLP Package

I. Correspondence with Offerors Prior to Receipt of
Proposals

J. Other

Document

IV. PRE-NEGOTIATION/EVALUATION OF OFFERS Required in File
Negotiation Objectives

A.

B.  Competitive Range Determination/ Notification

C.  Seismic Review

D.  Fire Protection & Life Safety Review of Prelease
Submittals

E.  Request for Contractor Support Services for Lease
Acquisition (e.g. CQM, Furniture Vendors, Etc.)

F. _ Other

PBS Leasing Desk Guide B-3
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GSA

Simplified Lease

Document
V. UNSUCCESSFUL OFFER(S) Required Note in File

A

Initial Offer and Related Correspondence

Abstract of Offers

Scaling/Measurement of Offered Space Floor Plans

Initial Offer Present Value Analysis (PVA) Evaluation

Notice of Deficiencies/Discussions/Negotiations

Revised Offer and Related Correspondence

Request for Final Proposal Revision

Final Offer and Related Correspondence

Final Offer Present Value Analysis (PVA) Evaluation

Pre-Award Notice and Rejection Letters

Post-Award Notice and Rejection Letters

B
C
D
E
F.
G
H
L.

J.
K
L.

Post-Award Debriefings/Protests and
Resolution/Congressional Inquiries and Responses

M.

Other
SUCCESSFUL OFFER AND AWARD

V. DETERMINATION

Initial Offer and Related Correspondence

Required

Note

Document
in File

Abstract of Offers

Scaling/Measurement of Offered Space Floor Plans

Initial Offer Present Value Analysis (PVA) Evaluation

Notice of Deficiencies/Discussions/Negotiations

Revised Offer and Related Correspondence

Request for Final Proposal Revision

Final Offer and Related Correspondence

Final Offer Present Value Analysis (PVA) Evaluation

Price Negotiation Memorandum

Final Scoring Evaluation or Scoring Memorandum

Seismic Certification

Flood Plain Compliance

A

B.
C.
D.
E.
F.
G.
H.
l.

J.

K.
L.

M.
N.

Responsibility Check

—Central Contractor Registration (CCR) Information
via SAM

—Excluded Parties List Service (EPLS) via SAM

—Past Performance

—Financial Responsibility

0.

Energy Star Compliance/ Cost Effective Energy
Efficiency Upgrades

P.

Approved Small Business Subcontracting Plan

Q.

Offeror's Proof of Authority and Ownership

R.

QOther

B-4
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a. Simplified Lease Acquisition Model <

Simplified Lease

VIl Document
(A) APPROVAL AND FUNDING DOCUMENTS Required Note in File
A.  Agency Recommendation Letter (From GSA) and

Revised OA Signed by Agency
B.  Receipt of RWA and Required Certification for Turn-

key Tl Above Allowance
C.  BA 53 Fund Certification
D.  Legal Review and Comment
E. QOther
Vil Document
(B) LEASE Required Note in File
A. Executed Lease Transmittal Letter
B.  Fully Executed Lease
C. Lease Amendment(s)
D.  Delivery Confirmation of Lease to Lessor
E.  Other

Document

Vill. POST AWARD NOTIFICATIONS Required Note in File
A Post Award Synopsis
B.  Copy of Correspondence Transmitting Lease to

Field Office
C Copy of Correspondence Transmitting Lease to

Agency
D Copy of Correspondence Transmitting Lease to FPS
E. Request to GSA PMC/Field Office for Utility Contract
F.  Other

Document

IX. POST AWARD Required Note in File
A.  Drawings/Layouts from Agency/Lessor (Design

Intent Drawings (DIDs))
B.  Fire/Safety Approval of Layout Drawings
C. _ Finish Selections to Lessor
D. Tl Notice to Praceed Issued
E.  Construction Inspection Reports/Meeting

Minutes/Green Lease Submittals
F. Acceptance of Space

—Measurement of Space

—Certificate of Occupancy

—Condition Survey Report (Form 1204) Signed by

GSA, Agency and Lessor

—Punch List and Resolution
G.  Change Orders Related to Initial Occupancy
H. Request Periodic Services Schedule from Lessor,

Provide to Lease Administration Manager
. SBA Reporting Letter
J. COR Letter to Designated Agency Representative or

Field Office
K. Notification to Lessor Identifying Designated COR
L. Final OA and Evidence of Transmittal to Agency
M.  Other

PBS Leasing Desk Guide B-5
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b. Streamlined Lease Model &

b. Streamlined Lease Model

Streamlined Lease

Agency:

Location:

Square footage:

Project number:

OA number:

Lease number:

Contracting officer:

Leasing Specialist/RGA:

Project manager:

NBC agent:

Broker contract number:

Task order number:

Phone number:

Type of lease action: Streamlined
Document

l. REQUIREMENTS DEVELOPMENT Required Note in File
A. SF-81 or Other Request for Space
B. Requirements Development Documentation (TMP,

Needs Interview Checklist, gPM Documentation, etc.)
C.  Agency Special Requirements (Option 2) or Agency

Specific Requirements (ASR) (Options 1 and 3)
D. Design Schematic (Option 1)
E.  GSA Pricing of Tl Costs to Confirm Within Tl

Allowance
F. Vacant Federal Space Check
G.  Delineated Area
H. Rural Development Act Compliance
l. Justification of Delineated Area Outside CBA
J. Notification to City Official
K. Notification to Field Office re: Lease Expiration
L. Notice to FMSP re: Randolph Sheppard
M.  Notification to FPS to Request the FSL Determination

—FSL Determination and Security Requirements
N. Initial Scoring Worksheets or Scoring Memorandum
0.  Draft OA with Streamlined Clauses
P. Combined Project Management & Acquisition Plan
Q. Project Milestone Schedule
R.  National Broker Contract Task Order Documentation
S.  Other
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Streamlined Lease

Il PRE-SOLICITATION PHASE
A, Task Order / Project Orientation Meeting Minutes

Required

Note

Document
in File

B. Procurement Summary/FedBizOpps Advertisement
and Responses

C. Market Survey, Market Survey Report, and Agency
Concurrence

Justification for Other Than Full and Open Competition

Historic Preservation Compliance Check

NEPA Compliance

D.
E.
F. Flood Plain Check
G.
H.

Other

lll.  SOLICITATION PHASE
A Draft RLP Package, including Lease, Special
Requirements, and Security Standards

Required

Note

Document
in File

Technical Review of draft RLP and Draft Lease

Agency Approval of Draft RLP and Draft Lease

RLP Package Distribution List

Cover Letter and Procurement Summary Form

B.
C.
D.
E. Final RLP Package with Attachments
F.
G.

Transmittal of Final RLP Package to Agency, GSA
Field Office and FPS

H. Amendments to RLP Package

l. Correspondence with Offerors Prior to Receipt of
Proposals

J. Other

IV. PRE-NEGOTIATION/EVALUATIONS OF OFFERS
Negotiation Objectives

Required

Note

Document
in File

Competitive Range Determination/ Notification

A.

B.

C. Seismic Review

D.  Fire Protection & Life Safety Review of Prelease
Submittals

E. Request for Contractor Support Services for Lease
Acquisition (e.g. CQM, Furniture Vendars, Etc.)

F. Other

A Initial Offer and Related Correspondence

Document
V. UNSUCCESSFUL OFFER(S) Required Note in File

Abstract of Offers

Initial Offer Present Value Analysis (PVA) Evaluation

Notice of Deficiencies/Discussions/Negotiations

Revised Offer and Related Correspondence

B

C.  Scaling/Measurement of Offered Space Floor Plans
D.

E

F

G.  Pre-Award DID Submission(s) and Agency Approval
(Option 3)

Fire/Safety Approval of Layout Drawings (Option 3)

Request for Final Proposal Revision

Final Offer and Related Correspondence

Pre-Award Notice and Rejection Letters

Post-Award Notice and Rejection Letters

H.

l.

J.

K. Final Offer Present Value Analysis (PVA) Evaluation
L.

M.

N.

Post-Award Debriefings/Protests and
Resolution/Congressional Inquiries and Responses

0.  Other

PBS Leasing Desk Guide
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b. Streamlined Lease Model &

Streamlined Lease

SUCCESSFUL OFFER AND AWARD

VI. DETERMINATION
Initial Offer and Related Correspondence

Required

Document

Note in File

Abstract of Offers

Scaling/Measurement of Offered Space Floor Plans

Notice of Deficiencies/Discussions/Negotiations

Revised Offer and Related Correspondence

A
B
C
D. Initial Offer Present Value Analysis (PVA) Evaluation
E
F
G

Pre-Award DID submission(s) and agency approval
(Option 3)

Fire/Safety Approval of Layout Drawings (Options 3)

Request for Final Proposal Revision

Final Offer and Related Correspondence

Final Offer Present Value Analysis (PVA) Evaluation

Price Negotiation Memorandum

Seismic Certification

Flood Plain Compliance

H

|

J

K

L

M. Final Scoring Evaluation
N

0

P

Responsibility Check:

—Central Contractor Registration (CCR) Information
via SAM

—Excluded Parties List Service (EPLS) via SAM

—Past Performance

—Financial Responsibility

Q.  EEO Compliance Review

R.  Energy Star Compliance/ Cost Effective Energy
Efficiency Upgrades

Evidence of LEED CI Compliance

Approved Small Business Subcontracting Plan

S.

T.

U.  Offeror's Proof of Authority and Ownership

V.  Other

VII.

(A) APPROVAL AND FUNDING DOCUMENTS

A.  Agency Recommendation Letter (From GSA) and
Revised OA Signed by Agency

Required

Document

Note in File

B. Receipt of RWA and Required Certification for Tum-
key above allowance

BA 53 Fund Certification

C.
D.  Legal Review and Comment
E. Other

VL

(B) LEASE

A Pre-Award (unsigned) Lease Transmittal Letter

Required

Document

Note in File

Executed Lease Transmittal Letter (Award)

Fully Executed Lease

Delivery Confirmation of Lease to Lessor

B.
C.
D.  Lease Amendment(s)
E.
F.

Other

PBS Leasing Desk Guide
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% c. Succeeding Lease, Superseding Lease Model

c. Succeeding Lease, Superseding Lease Model

Succeeding/Superseding Lease

Agency:

Location:

Square footage:

Project number:

OA number:

Lease number:

Contracting officer:

Leasing Specialist/RGA:

Project manager:

NBC agent:

Broker contract number:

Task order number:

Phone number:

Type of lease action: Succeeding-Superseding

Document
1. REQUIREMENTS DEVELOPMENT Required Note in File
A.  SF-81 or Other Request for Space
B. Requirements Development Documentation (TMP,
Needs Interview Checklist, gPM Documentation, efc.)
C.  Agency Special Requirements or Agency Specific
Reguirements (ASR)
D.  Vacant Federal Space Check
E.  Delineated Area
F. Rural Development Act Compliance
G.  Justification of Delineated Area Outside CBA
H.
l.
J.
K.

Notification to City Official
Notification to Field Office re: Lease Expiration
Notice to FMSP re: Randolph Sheppard
Nofification to FPS to Request the FSL Determination
—FSL Determination and Security Requirements
L. Initial Scoring Worksheets or Scoring Memorandum
M. Prospectus Submission/Approval (House and Senate
Resolutions)
N.  Draft OA
0.  Succeeding/Superseding Lease Decision Toal: All
worksheets
P.  Combined Project Management & Acquisition Plan
Q.  Project Milestone Schedule
R.
S

National Broker Contract Task Order Documentation
Qther
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c. Succeeding Lease, Superseding Lease Model &

Succeeding/Superseding Lease

Document
I PRE-SOLICITATION PHASE Required Note in File
A.  Task Order / Project Orientation Meeting Minutes
B.  Procurement Summary/FedBizOpps Advertisement

and Responses

C.  Market Survey Analysis and Negotiation Objectives
D.  Justification for Other Than Full and Open Competition
E. Historic Preservation Compliance Check
F.  Flood Plain Check
G.
H.

NEPA Compliance
Other

Document
ll.  SOLICITATION PHASE Required Note in File
A.  Draft RLP Package, including Lease, Special
Requirements, and Security Standards
B.  Agency Approval of Draft RLP and Draft Lease
C.  Final RLP Package with Attachments
D.
E.

Cover Letter and Procurement Summary Form
Transmittal of Final RLP Package to Agency, GSA
Field Office and FPS

F. Amendments to RLP Package

G.  Correspondence with Offerors Prior to Receipt of
Proposals

H.  Other

Document

IV. PRE-NEGOTIATION/EVALUATION OF OFFERS Required in File
A. Seismic Review

B.  Fire Protection & Life Safety Review of Prelease
Submittals

C.  Request for Contractor Support Services for Lease
Acquisition (e.g. CQM, Furniture Vendors, Etc.)

D.  Other

Document

UNSUCCESSFUL OFFER(S)—N/A Required in File

PBS Leasing Desk Guide B-13
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Succeeding/Superseding Lease

SUCCESSFUL OFFER AND AWARD
VI. DETERMINATION

Initial Offer and Related Correspondence

Required

Note

Document
in File

Abstract of Offers

Notice of Deficiencies/Discussions/Negotiations

Revised Offer and Related Correspondence

Final Offer and Related Correspondence

Price Negotiation Memorandum

Final Scoring Evaluation

Seismic Certification

Flood Plain Compliance

A
B.
C.
D.
E.  Reguest for Final Proposal Revision
F.
G.
H.
l.
J.
K.

Responsibility Check

—Central Contractor Registration (CCR) Information
via SAM

—Excluded Parties List Service (EPLS) via SAM

—Past Performance

—Financial Responsibility

L. EEO Compliance Review

M. Energy Star Compliance/ Cost Effective Energy
Efficiency Upgrades

Approved Small Business Subcontracting Plan

N.
0.  Offeror's Proof of Authority and Ownership
P. Other

(A) APPROVAL AND FUNDING DOCUMENTS
A, Agency Recommendation Letter (From GSA) and
Revised OA Signed by Agency

Required

Document
in File

Receipt of RWA and Required Certification

Legal Review and Comment

B
C. BA 53 Fund Certification
D
E Other

(B) LEASE
A Pre-Award (unsigned) Lease Transmittal Letter

Required

Note

Document
in File

Executed Lease Transmittal Letter (Award)

Fully Executed Lease

Delivery Confirmation of Lease to Lessor

B
C
D.  Lease Amendment(s)
E
F

Other
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d. Standard Lease Model ¢

d. Standard Lease Model

Standard Lease

Agency:

Location:

Square footage:

Project number:

OA number:

Lease number:

Contracting officer:

Leasing Specialist/RGA:

Project manager:

NBC agent:

Broker contract number:

Task order number:

Phone number:

Type of lease action: Standard

Document
I REQUIREMENTS DEVELOPMENT Required Note in File
SF-81 or Other Request for Space
Requirements Development Documentation (TMP,
Needs Interview Checklist, gPM Documentation, etc.)
Agency Special Requirements or Agency Specific
Requirements (ASR)
Vacant Federal Space Check
Delineated Area
Rural Development Act Compliance
Justification of Delineated Area Outside CBA
Notification to City Official
Notification to Field Office re: Lease Expiration
Notice to FMSP re: Randolph Sheppard
Notification to FPS to Request the FSL Determination
—FSL Determination and Security Requirements
Initial Scoring Worksheets or Scoring Memorandum
Prospectus Submission/Approval (House and Senate
Resolutions)
Draft OA
Combined Project Management & Acquisition Plan
Project Milestone Schedule
National Broker Contract Task Order Documentation
Other
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GSA

Standard Lease

1. PRE-SOLICITATION PHASE
A.  Task Order/ Project Orientation Meeting Minutes

Required

Document
Note in File

B. Procurement Summary/FedBizOpps Advertisement
and Responses

C.  Market Survey, Market Survey Report, and Agency
Concurrence

D.  Justification for Other Than Full and Open
Competition

Historic Preservation Compliance Check

Flood Plain Check

E.

F.

G.  NEPA Compliance

H.  Source Selection: Plan (Signed) and Related
Correspondence

l. Other

Il SOLICITATION PHASE
A. Draft RLP Package, including Lease, Special
Requirements, and Security Standards

Required

Document
Note in File

Technical Review of Draft RLP and Draft Lease

Agency Approval of Draft RLP and Draft Lease

RLP Package Distribution List

Cover Letter and Procurement Summary Form

B.
C.
D.
E.  Final RLP Package with Attachments
F.
G.

Transmittal of Final RLP Package to Agency, GSA
Field Office and FPS

H. Amendments to RLP Package

l. Davis Bacon Wage Rates (Updated at FPR)

J. Correspondence with Offerors Prior to Receipt of
Proposals

K. Other

IV. PRE-NEGOTIATION/EVALUATION OF OFFERS
Negotiation Objectives

Required

Document
Note in File

Competitive Range Determination/ Notification

A.

B.

C.  Seismic Review

D.  Fire Protection & Life Safety Review of Prelease
Submittals

E. Request for Contractor Support Services for Lease
Acquisition (e.g. CQM, Fumiture Vendors, Etc.)

F. QOther
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Standard Lease

A

Initial Offer and Related Correspondence

Document
v UNSUCCESSFUL OFFER(S) Required Note in File

Abstract of Offers

Scaling/Measurement of Offered Space Floor Plans

Initial Offer Present Value Analysis (PVA) Evaluation

Notice of Deficiencies/Discussions/Negotiations

Revised Offer and Related Correspondence

Request for Final Proposal Revision

Final Offer and Related Correspondence

Final Offer Present Value Analysis (PVA) Evaluation

Pre-Award Notice and Rejection Letters

Post-Award Notice and Rejection Letters

B.
C
D
E.
F.
G
H
l.

J.
K.
L.

Post-Award Debriefings/Protests and
Resolution/Congressional Inquiries and Responses

M.

Other
SUCCESSFUL OFFER AND AWARD

VL. DETERMINATION

Initial Offer and Related Correspondence

Required

Document

Note in File

Abstract of Offers

Scaling/Measurement of Offered Space Floor Plans

Initial Offer Present Value Analysis (PVA) Evaluation

Notice of Deficiencies/Discussions/Negotiations

Revised Offer and Related Correspondence

Request for Final Proposal Revision

Final Offer and Related Correspondence

Final Offer Present Value Analysis (PVA) Evaluation

Price Negotiation Memorandum

Source Selection: Initial and Final Evaluation Reports

A

B.
C.
D.
E.
F.
G.
H.
l.

J.
K.
L.

Source Selection: Conflict of Interest and Non-
Disclosure Documentation

M.

Source Selection: Source Selection Authority Decision

Final Scoring Evaluation

Seismic Certification

Flood Plain Compliance

Negotiations of Environmental Remediation

N.
0.
P.
Q.
R.

Responsibility Check

—Central Contractor Registration (CCR) Information
via SAM

—Excluded Parties List Service (EPLS) via SAM

—Past Performance

—Financial Responsibility

EEQ Compliance Review

Energy Star Compliance/ Cost Effective Energy
Efficiency Upgrades

Evidence of LEED Compliance

Approved Small Business Subcontracting Plan

Offeror's Proof of Authority and Ownership

U.
V.
W.
X.

Other
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e. On-Airport Lease Model
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1. Introduction

This appendix lists leasing-related templates, forms, sample documents, and other useful
resources cited throughout the Leasing Desk Guide. To constrain the size and complexity of this
appendix, the tables on the subsequent pages give active hyperlinks to the most current version
of the listed documents, rather than incorporating their full content into this document. The links
connect to PDF copies of the documents at GSA’s public web site at www.gsa.gov. These
documents are also available in their source file format for GSA staff at the National Office of
Leasing shared Google site at https://sites.google.com/a/gsa.gov/office-of-leasing/ under the
Lease Forms tab.

To search throughout this and other documents you are viewing in Adobe Reader or Adobe

Acrobat: press CTRL + F to open a simple “Find” toolbar, or press CTRL + SHIFT + F to open the
advanced search function.

2. Lease Acquisition Models

The following document lists are based on the “List of RLP Documents” paragraph in each
model’'s Request for Lease Proposal, except for the on-airport model, which is based on the
“Documents Incorporated in the Lease” paragraph in the on-airport lease.

These lists do not include documents that may be necessary for the lease but for which there are
no standard forms or templates, such as agency requirements or unit price lists. In addition, the
lists do not include documents that are used during the lease acquisition process but do not
accompany the RLP or lease, such as space calculators or present value analysis tools, which
are listed separately in Section 4 of this appendix.

Standard

Document Revision date
Standard RLP (GSA Form R101C) Sep 2014
Standard Lease (GSA Form L201C) Sep 2014
Solicitation Provisions (GSA Form 3516) June 2012
General Clauses (GSA Form 3517B) Mar 2013
Proposal to Lease Space—Standard (GSA Form 1364C)* Sep 2014
Lessor's Annual Cost Statement (GSA Form 1217) Jul 1994
Pre-lease Fire Protection and Life Safety Evaluation for an Office Building (Part A or May 2011
Part B) (GSA Form 12000)
Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012

*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label
“082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that
carry the revision date “REV 09/14.”

PBS Leasing Desk Guide C-1
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Simplified
Document Revision date

Simplified RLP (GSA Form R101A) Sep 2014
Simplified Lease (GSA Form L201A) Sep 2014
Solicitation Provisions—Simplified (GSA Form 3516A) Sep 2012
Proposal to Lease Space—Simplified (GSA Form 1364A)* Sep 2014
Simplified Lease Proposal Data (GSA Form 1364A-1) Nov 2012
Pre-lease Fire Protection and Life Safety Evaluation for an Office Building (Part A or May 2011
Part B) (GSA Form 12000)

Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012

*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label
“082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that

carry the revision date “REV 09/14.”

Streamlined
Document Revision date

Streamlined RLP (GSA Form R101B) Sep 2014
Streamlined Lease (GSA Form L201B) Sep 2014
Solicitation Provisions (GSA Form 3516) Jun 2012
General Clauses (GSA Form 3517B) Mar 2013
Streamlined Lease Proposal (GSA Form 1364B)* Sep 2014
Lessor's Annual Cost Statement (GSA Form 1217) Jul 1994
Pre-lease Fire Protection and Life Safety Evaluation for an Office Building (Part A or May 2011
Part B) (GSA Form 12000)

Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012

*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label
“_082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that

carry the revision date “REV 09/14.”
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Succeeding/Superseding

Document Revision date

Succeeding/Superseding RLP (GSA Form R102) Sep 2014
Succeeding/Superseding Lease (GSA Form L202) Sep 2014
Solicitation Provisions (GSA Form 3516) Jun 2012
General Clauses (GSA Form 3517B) Mar 2013
Proposal to Lease Space (GSA Form 1364D)* Sep 2014
Lessor's Annual Cost Statement (GSA Form 1217) Jul 1994
Pre-lease Fire Protection and Life Safety Evaluation for an Office Building (Part A or May 2011
Part B) (GSA Form 12000)

Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012

*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label
“_082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that

carry the revision date “REV 09/14."

On-Airport
The on-airport model does not employ an RLP.

Document Revision date
On-Airport Lease (GSA Form L201D) Sep 2013
General Clauses (GSA Form 3517B) Mar 2013
Warehouse

Document Revision date
Warehouse RLP (GSA Form R101WH) Sep 2014
Warehouse Lease (GSA Form L201WH) Sep 2014
Solicitation Provisions (GSA Form 3516) June 2012
General Clauses (GSA Form 3517B) Mar 2013
Proposal to Lease Space—Warehouse (GSA Form 1364WH)* Sep 2014
Lessor's Annual Cost Statement (GSA Form 1217) July 1994
Prelease Fire Protection and Life Safety Evaluation for a Warehouse Building (GSA May 2014
Form 12000-WH)
Seismic Offer Forms (LDG Appendix G Attachment 2) Sep 2012

*Note: Although the names of the source files for GSA Form 1364, Proposal to Lease Space, include the label
“ 082214,” the files are in fact those issued via LAC 2014-05, dated September 17, 2014, and have page footers that

carry the revision date “REV 09/14.”
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Other Lease Action Types

Document

Revision date

Lease for Real Property—Short Form (for parking) (GSA Form 3626)

Apr 2009

3. Other Lease Forms and Templates

The following are other relevant documents, listed in order of the sequence of the lease

acquisition process.

Requirements Development

Document Revision date
Request for Space (SF-81) Feb 1989
Workplace Needs Assessment Interview Tool Oct 2012
Basic Space Program template Jun 2013
GSA National Business Space Assignment Policy Feb 2013
Clarification/Correction #1 - National Business Space Assignment Policy Jul 2013
Clarification/Correction #2 - National Business Space Assignment Policy Jun 2014

Acquisition Planning

Document

Revision date

Combined Project Management and Acquisition Plan Template

Pending review
and final approval

Lease Project Management and Acquisition Plan Template—SLAT Aug 2013
Succeeding/Superseding Lease Decision Tool Nov 2014
Sample Justification for Other Than Full and Open Competition (from Leasing Desk Dec 2014
Guide, Chapter 5)

Cost-Benefit Analysis Template (from Leasing Desk Guide, Chapter 5) Dec 2014

Market Survey

Document

Revision date

Lease Market Survey for Existing Building

May 2011

Automatic Categorical Exclusion (AutoCATEX) form (NEPA Memo to File)

Jan 2012

Market Survey Analysis and Negotiations Objectives (Succeeding/Superseding Lease)
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Solicitation Process

Document

Revision date

Combined Template for FedBizOpps Advertisement and Procurement Summary

Nov 2014

Negotiations/Award

Document Revision date
Market Survey Analysis and Negotiations Objectives (Succeeding/Superseding Lease) Jul 2013
Price Negotiation Memorandum template (pre-award) Dec 2014
Notice to Unsuccessful Offeror template Dec 2014

Design/TI

Document

Revision date

Lease Amendment Form

Dec 2012

Commencement/Closeout/Lease Administration

Document

Revision date

Lease Action Summary (GSA Form 3628)

Jan 1997

4. Calculation Tools and Worksheets

Document Revision date
Present Value Analysis (PVA) calculator Nov 2013
Warehouse Cubic PVA calculator Sep 2013
Tl Cost Summary (TICS) Table May 2013
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5. Key Executive Orders, Lease Acquisition

Circulars, and Other Guidance

and Historic Resources

Document Revision date

EO 11988, Floodplain Management May 1977
EO 11990, Protection Of Wetlands May 1977
EO 12072, Federal Space Management Aug 1978
EO 12979, Agency Procurement Protests Oct 1995
EO 13006, Locating Federal Facilities on Historic Properties in Our Nation's Central May 1996
Cities

EO 13514, Federal Leadership in Environmental, Energy, and Economic Performance Oct 2009
LAC 2012-01, Application of the HUBZone Price Preference to Leasing Mar 2012
LAC 2014-01, Automated Advanced Acquisition Program (AAAP) May 2014
LAC-2014-05, Procedures for Server Room Heating, Ventilation, and Air Conditioning Sep 2014
(HVAC) Requirements in Leases

LAC 2014-06, Lease Requirements for Protection of Environmental, Archaeological, Sep 2014

6. Realty Services Letters

The following Realty Services Letters (RSLs) are currently in effect. Some RSLs have been
superseded in part by Lease Acquisition Circulars (LACs). In any instance of overlap or

discrepancy between them, LACs are the final authoritative source of leasing policy and guidance.

Over time the Office of Real Estate Acquisition will be issuing additional LACs to update and

replace these current RSLs, which will then be cancelled.

These RSLs are available on PBS Insite, accessible through the PBS Portal at

http://pbsportal.pbs.gsa.gov, by selecting Leasing > Leasing Desk Guide/Forms > Realty

Services Letters. RSLs are also available on the public Leasing web site at
http://www.gsa.gov/portal/content/163759.

Cancelled RSLs are not listed here. Their content has been either incorporated as current policy
into the relevant portions of the Leasing Desk Guide or else superseded by other subsequently

issued guidance.

Date Issued RSL Number Subject

09/28/2010 RSL-2010-02 Energy Star® Requirement for Lease Acquisition with attachments 1-3

07/30/2010 RSL-2010-01 Reissuance of Realty Service Letters

08/12/2009 RSL-2009-06 Acquisition Planning for Leases Revised

06/02/2009 RSL-2009-04 Process for Lease Actions Funded by the American Recovery and

Reinvestment Act (ARRA)

04/29/2009 RSL-2009-02 Revising GSA Form 3626, U.S. Government Lease for Real Property
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Date Issued RSL Number Subject

02/19/2009 RSL-2009-01 Posting of Justifications for Other than Full and Open Competitions on
the Federal Business Opportunities ("FedBizOpps" Website

09/26/2008 RSL-2008-07 Special Aspects of Contracting for Succeeding Leases

08/22/2008 RSL-2008-06 Procedures for FEMA Emergency and Disaster Leases

08/22/2008 RSL-2008-05 Price Preference for Historic Properties in Lease Acquisitions

08/22/2008 RSL-2008-04 Revised Solicitation for Offers Template, Revised Form 1364, Security
Unit Price List

08/20/2008 RSL-2008-03 Revised Policy on the Determination of Operating or Capital Lease
Classification for Budget Scorekeeping Purposes

06/13/2008 RSL-2008-01 Fire and Casualty Damage Clause Modification

12/27/2007 RSL-2007-12 Green Lease Policies and Procedures for Lease Acquisition

10/30/2007 RSL-2007-11 Free Space in a Leased Location

10/23/2007 RSL-2007-10 Leasing Delegations Approval and Oversight

10/23/2007 RSL-2007-09 Tax Adjustment Clause Enforcement

03/30/2007 RSL-2007-06 Tenant Improvement Project Management Support

03/19/2007 RSL-2007-05 Tenant Improvement Costs/ Reimbursable Work Authorization Tracker
and Agency Concurrence for RWA Expenditure

03/19/2007 RSL-2007-04 Price Reasonableness Determinations and Notices to Proceed for
Tenant Improvements Supplemental Lease Agreement for Excess TI's

03/19/2007 RSL-2007-03 Tenant Improvements Schedule and Submittals Revisions in the
Solicitation for Offers

01/29/2007 RSL-2007-01 Updated Lease Representations and Certifications

11/28/2006 RSL-2006-09 Lease SFO Revisions for National Broker Contract

10/30/2006 RSL-2006-07 Airport Leasing for the TSA

10/06/2006 RSL-2006-06 Central Contractor Registration and Electronic Funds for Lease
Payments - Supplemental Guidance

05/31/2006 RSL-2006-03 Accessibility in New Construction Lease Space

05/10/2006 RSL-2006-02 Mandatory Use of eLease (amended)

11/29/2005 PQ-2005-11 Lease Security Standards

11/14/2005 PQ-2005-09 Revised General Clauses

07/29/2005 PQ-2005-07 Central Contractor Registration

06/28/2005 PQ-2005-06 Revised Lease File Checklist and Guidance

05/13/2005 PQ-2005-05 Lease SFO Revisions for National Broker Contract

05/04/2005 PQ-2005-04 Fire Protection, Life Safety and Environmental Procedures in Lease
Acquisition

02/15/2005 PQ-2005-03 Annual Review of STAR User Access to Ensure Proper Segregation of
Duties and Electronic Data Security

01/18/2005 PQ-2005-01 Obtaining and Disseminating Schedules of Lease Periodic Services
Other than Daily, Weekly or Monthly

08/02/2004 PQ-2004-03 Initial Cataloging of Lease Files

08/13/2003 PE-2003-05 Davis-Bacon Act and the Acquisition of Leasehold Interests in Real
Property Clarification and SFO Revision

07/01/2003 PE-2003-03 “Office Hoteling” Leasing

PBS Leasing Desk Guide
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Date Issued RSL Number Subject

06/30/2003 PE-2003-02 Adjusting Discount Rates and Inflation Rates for Lease Offer Analysis

03/14/2003 PE-2003-01 Rural Development Act Compliance

03/28/2002 PE-2002-03 Relocation Assistance for Lease Construction

02/21/2002 PE-2002-02 Regional Real Estate Peer Review

12/21/2001 PX-2001-05 Lease File Secure Storage

09/21/2001 PX-2001-03 Guidance on Use of the SFO and Lease Forms

07/03/1996 PER-96-03 Appraisal Requirements for Lease Acquisition

12/20/1995 PER-95-06 Executive Order 12072/ Implementation of Urban Location Policy

08/18/1995 PER-95-03 Simplified Procedures for Acquisition of Leasehold Interests in Real
Property

09/13/1994 PQRP-94-07 Davis-Bacon Act and the Acquisition of Leasehold Interests in Real
Property

06/24/1993 PQRP-93-02 Document Requirements for Non-Recurring Lease Payments Pursuant
to the Prompt Payment Act
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APPENDIX E: Accessibility Standards
% 1. Background

1. Background

The Uniform Federal Accessibility Standards (UFAS) were originally published by the four
Federal standard setting agencies in 1984 to comply with the requirements of the Architectural -
Barriers Act of 1968 (ABA).

The U.S. Access Board published new accessibility guidelines with respect to the Americans with
Disabilities Act (ADA} and the ABA on July 23, 2004. These updated guidelines covered access
to Federal facilities under the ABA, and non-Federal facilities, including places of public
accommodation, commercial facilities, and state and local government facilities, under the ADA,
The board's updated guidelines established a baseline for standards used to enforce the ABA
and the ADA,

On November 8, 2005, GSA adopted the ABA Accessibility Standard (ABAAS) by publication in
the Federal Register of Federal Management Regulation {(FMR) 41 CFR Parts 102-71, 102-72, et
al., Real Property Policies Update, Final Rule. A subsequent amendment delayed the applicability
of ABAAS to real property leasing until February 7, 2007, except in cases of new lease
construction. Leases requiring new construction were required to include ABAAS effective June
30, 2006.

2. Operating Policies and Procedures

a. General

All solicitations issued on or after February 7, 2007, must include SFO paragraphs that require
compliance with ABAAS. This standard replaced the ADA guidslines and UFAS for GSA leasing.
GSA has developed a checklist (see Attachments to this appendix) that building owners may use
as an aid for determining the extent of ABAAS compliance of their buildings and for determining
what space alterations will be necessary before GSA can lease those buildings.

Leasing Specialists and Lease Contracting Officers must incorporate lease provisions to comply

with ABAAS in all lease SFQOs. The current lease documents include all required language and
paragraphs.

b. Applicability

All Requiests for Lease Proposals must contain the following language:

Accessibility (Feb 2007}

The building, leased space, and areas serving the leased space shall be accessible to
persons with disabilities in accordance with the Architectural Barriers Act Accessibility
Standard {(ABAAS), Appendices C and D to 36 CFR 1191 (ABA Chapters 1 and 2, and
Chapters 3 through 10). To the extend the standard referenced in the preceding
sentence conflicts with local accessibility requirements the more stringent shall apply.

These policies and procedures apply to all [eases, including new, succeeding, superseding, and
individual or cumulative extensions exceeding 12 months duration. The unilateral exercise of a

E-2 PBS Leasing Desk Guide
This page iast revised: 1-28-11






~ APPENDIX E: Accessibility Standards

2. Operating Policies and Procedures &

renewal option that is included as one of the terms of a preexisting lease is not considered the
negotiation of a new lease, and therefore the ABAAS does not apply.

The ABAAS standard also applies to alterations and expansions under current leases.

As applicable, all offerors must follow ABAAS Sections F202.2, F202.3, F202.5 and F202.6:

1.

ABAAS Section F202.2—Additions to existing Buildings and Facilities

Each addition to an existing building or facility shall comply with the requirements for new
construction.

EXCEPTION 1: In alterations fo areas serving additions where it is technically infeasible to
comply with the toilet and bathing specifications contained in section 603 of ABAAS, altering
existing toilet or bathing rooms is not required where a single unisex tollet room or bathing
room complying with the requirements of F213.2.1 is provided to serve the addition.

EXCEPTION 2: Where only one toilet or bathing facility is provided In the existing bullding or
facility, one toilet or bathing facility shalt comply with F312.2 and F213.3 and shall serve the
addition.

ABAAS Section 202.3—Alterations

Where existing elements or spaces are aitered, each altered element or space shall comply
with the applicable requirements of Chapter 2.

EXCEPTION 1: Unless required by F202.4, an alteration affecting the primary function area,
where elements or spaces are altered and the circulation path to the altered element or
space is not altered, an accessible route shall not be required.

EXCEPTION 2: In alterations, where compliance with applicable requirements is technically
infeasible, the alteration shall comply with the requirements to the maximum extent possible.

EXCEPTICN 3: Residential dwelling units not required to be accessible in compliance with a
standard issued pursuant to the Architectural Barriers Act or Section 504 of the Rehabilitation
Act of 1973, as amended, shall not be required to comply with F202.3,

ABAAS Section F202.5—Alterations to Qualified Historic Buildings and Facilities.
Alterations to a qualified historfc bullding or facility must comply with F202.3 and F202.4.

EXCEPTION: Where the State Historic Preservation Officer or Advisory Council on Historic
Preservation determines that compliance with the requirements for accessible routes,
entrances, or toilet facilities would threaten or destroy the historic significance of the building
or facility, the exceptions for alterations to qualified historic buildings or facilities for that
element shall be permitted to apply. -

ABAAS Section F202.6-—Leases.

Buildings or facilities for which new leases are nagotiated by the Federal Government after
the effective date of the revised standards issued pursuant to the Architectural Barriers Act,
including new leases for buildings or facilities previously occupied by the Federal
Government, shall comply with F202.86.
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EXCEPTION 1: Buildings or facilities leased for use by officials servicing disasters on a
temporary, emergency basis shall not be required to comply with F202.6.

EXCEPTION 2: Buildings or facilities leased for 12 months or less shall not be required to
comptly with F202.6 provided that the lease may not be extended or renewed.

c. Conflicting Standards

Where ABAAS and local accessibility standards conflict, the more stringent standard applies.

d. Rent

Costs associated with providing access under tha accessibility standards are considered shell
rent.

e. Cost

Facilities for which new leases are entered into must comply with ABAAS Section F202.6 without
regard to whether costs of alterations to provide an accessible path of travel to an altered area
containing a primary function are disproportionate to the costs of the overall alterations.

f. Modifications and Waivers

If no offer is received that mests the minimum accessibility requirements described above, offers
wil not be considered unless the Regional Commissioner requests a modification or waiver of
ABAAS requirements and the Commissioner of PBS grants it. Requests for modifications or
waivers of ABAAS must be submitted to the Commissioner of PBS and must include all pertinent
documentation to determine whether the modification or walver is clearly necessary, A
modification or walver must be based on findings of fact and must be consistent with the -
requirements of the Architectural Barriers Act.

3. Attachments

The following GSA materials may be useful for Leasing Specialists, Lease Contracting Officers,
and contract brokers.

GBA's accessibility checklist for bidders, and fraining materials on ABAAS can be found at:

http:fiwww.gsa.gov/portalicontent/102324
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1. General &

1. General

a. Requirement

This policy, issued jointly by the Assistant Commissioners for the Offices of Real Property Asset
Management and Real Estate Acqulsition, provides policies for determining appropriate budget
scoring treatment, either as an operating or capital leass, for every real property leasge transaction,
as required by Office of Management and Budget (OMB) Circular No. A-11, Appendix B.

Asset Managers, in coordination with the Leasing Specialist, must undertake alt lease scoring
evaluations and determine whether a lease should be treated as an operating lease (annual
operating expense) or capital asset lease (capital acquisition) for budget scorekeeping purposes.

b. Impact

Agencies must differentiate between operating and capital leases for purposes of budget scoring
per the Budget Enforcement Act of 1980 (Title Xill of the Omnibus Reconciliation Act of 1990},
known as the BEA. The budgetary and accounting consequences of entering into a capital lease
are serious and can significantly affect GSA’s rental of space budget. If a lease is a capital lease,
GSA must allocate budget authority in the initial year of the lease that equals the present value of
the triple net lease payments plus the cost of the associated annual real estate taxes over the full
term of the lease.

c. Applicability

This policy applies to all lease actions.

2. Background

The BEA, as revised by the Balanced Budget Act of 1997, deals with assigning budget authority.

Appendix A, Scorekeeping Guidelines, and Appendix B, Budgetary Treatment of Lease-
Purchases and Leases of Capital Assets, of Circular No. A-11 give instructions for scoring lease
transactions.

OMB Circular No, A-24, Guidelines and Discount Rates for Benefit-Cost Analysis of Federal
Programs, Appendix C, Discount Rates for Cost-Effectiveness, Lease-Purchase, and Related
Analyses, is updated annually with the President’s budget submission to Congress and provides
the discount rates to be used in all 90 percent scoring calculations for the year.
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% 3. Explanation of Changes

On March 31, 2008, the GSA Inspector General reported that lease scoring was not being
performed in accordance with prescribed policy and concluded, “it is imperative that PES
associates adhere to all scoring guidelines and appropriately test all scoring scenarios.”

3. Explanation of Changes

Every lease action must be evaluated against the criteria detailed in OMB Circular No. A-11,
Appendix B, to determine whether it is an operating or capital lease. This Desk Guide policy
addresses the lease scenarios where GSA may make a determination of operating lease status-
without undertaking the 80 percent scoring calculation. When a 80 percent scoring calculation is
required, this policy identifies the stages of a project where a 90 percent scoring calculation is
required, the time frame for the determination, and the roles and responsibilities for performing
the evaluation.

4. Instructions and Procedures

a. Timely Determination

For all lease actions, Asset Managers, in coordination with the Leasing Specialist, must make the
determination that a lease is either an operating or capital lease. The project schedule must
incorporate sufficient time to complete this determination. A determination of the lease
classification as operating or capital—regardless of whether it is an interim or final
determination—must be provided to the Leasing Speciatist no later than 2 business days from the
date of request for lease transactions below the statutory prospectus level, and no later than 10
business days from the date of request for lease transactions that are equal to or exceed the
statutory prospectus level.

b. Use of Lease Scorekeeping Classification Workbook

The Asset Manager and Leasing Specialist must use either the memoranda or the worksheets
included in the Lease Scorekeeping Classification Workbook to provide a determination of
operating or capital lease treatment for each proposed lease action before a lease award is made.

¢. Use of Circular No. A-11

The Regicnal Director of Portfolic Management or his or her designee must follow the current
OMB guidelines in Circular No. A-11, Appendices A and B, and use the current OMB discount
rates provided in Circular No. A-24 Appendix C, when making the datermination of lease
treatment for budget scorekeeping purposes. The most current version of Circular No. A-11,
Appendices A and B, and Circular No. A-84, Appendix C, can be found at: OMB Circular A-11
and OMB Circular A-11 Appendix C

T Audit of PBS's Tenant Improvement Process (GSA Inspector General, Report Number A050083/P/R/R0B005, March 31,
2008),
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4. Instructions and Procedures </

d. Operating Lease Criteria

Appendix B to Circular No., A-11 lists multiple criteria that a lsase must meet to be considered an
operating lease. If any one of these criteria is not met, the lease wilt risk being scored as a capital
lease. Every leasing transaction must be evaluated against these criteria to distinguish capital
leases from operating leases. If Circular No. A-11 is updated or maodified, the leasing transaction
must be evaluated using the most recent criteria and guidelines. The criteria to be applied are as
follows:

s Ownership of the asset remains with the lessor during the term of the lease and Is not
transferred to the Government at, or shortly after, the end of the lease period.

s The lease does not contain a bargain-price purchase option.
¢ The lease term does not exceed 75 percent of the estimated economic life of the asset.

e The asset is a general-purpose asset rather than being for a special purpose of the
Government and is not built to the unigue specification of the Government as lessee.

o There is a private-sector market for the asset.
s The project is not constructed on Government land.

+ There is no provision of Government financing and no explicit Government guarantee of
third-party financing.

¢ Risk of ownership of the asset remains with the lessor unless the Government was at
fault for such fosses.

s The present value of the minimum fease payments over the life of the lease does not
exceed 90 percent of the fair market value (FMV) of the asset at the inception of the
leasse.

e. The 90 Percent Criterion

To determine whether the 90 percent threshold has been reached or exceeded, the Asset
Manager must conduct a 90 percent scoring calculation using the scoring workshest found on the
Office of Real Property Asset Management Web site at

hitp://pbsportal. pbs.gsa.gov.7777/portel/page?_pageid=84,148370&_ dad=portalé_schema=rPOR
TAL.

While all lease transactions must be evaluated against the above operating lease criteria, in
certain scenarios (as detalled below), the likelihood of the lease scoring as a capital lease is
remote. In these situations, if the Leasing Specialist or Lease Contracting Officer and Asset
Manager provide sufficient facts about the specific lease transaction to conclude reasonably that
it will not score as a capital lease, the 90 percent calculation is not required to make such a
determination.

The subsequent discussion in this policy groups leases according to the following scenarios, and
describes the necessary evaluations by lease term, project phase, or both;
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% 5. Analysis Based on Term

o Leases with aterm of 5 years or less

¢ Leases with a term more than 5 and up to 20 years
» Prospactus-level leases

+  Simplified leases

o Extensions

s Expansions

s Free space

e Options

¢ Unique agency-specific leases

5. Analysis Based on Term

Depending on the term of the lease, perform the determination of lease classificaticn as foliows.

a. Leases With a Term of 5 Years or Less

For leases with a term of 5 years or less (except proposed lease construction) with proposed
rental rates that are consistent with prevailing market rates for comparable facilities in the
community in which the leasing action Is to occur, the Leasing Specialist can make the
determination that the proposed lease is an operating lease by verifying that the lease meets the
first 8 criteria in paragraph 4(d). The 90 percent calculation is not required.

Upon initial active status of a project in STAR, all applicable portions of the Determination of
Operating Lease Classification must be completed, signed by the Lease Contracting Officer,
scanned, and inciuded in the lease project file before requesting the certification of funds and
awarding the lease. If any changes to the term will yield a lease over & years, the Lease
Contracting Officer must work with the Asset Manager to determine operating lease treatment as
detailed in the following paragraphs.

h. Leases With a Term More Than 5 and up to 20 Years

For lsases with a term more than 5 and up to 20 years, and for all potential lease construction
leases regardiess of term, the Leasing Specialist must work with the Asset Manager to make the
determination that the proposed lease is an operating lease by certifying that the lease meets
criteria 1 through Q in paragraph 4{d), above, including the 90 percent calculation.

Upon initial active status of a project in STAR or REXUS or by an interim process before REXUS
is active, Leasing Specialists must nolify their respective Asset Manager of the proposed lease
and provide the following information:
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¢ Proposed ANSI/BOMA Office Area {ABOA) square feet (SF)

» Proposed total rentable square feet (RSF)

s Proposed full-service rate with a breakout of operating costs, taxes, and insurance
s Proposed location or market

e Proposed parking

¢ Anticipated award and effective dates

s Proposed term

The Asset Manager must run an initial determination with this preliminary information, and will
provide an Initial determination of operating fease treatment if;

« The "score’—which is the net present value (NPV) of the minimum lease payments—is
less than 80 percent of the fair market value (FMV) of the construction (see paragraph
8(a), below, regarding how to develop the input values for this calculation); and

¢ The proposed lease also meets the first elght criteria in paragraph 4(d).

The Leasing Specialist will not have to request a final scoring analysis until the pre-award phase,
unless the ABOA SF requested by the client agency or the full-service rate increases. If these
factors increase throughout the lease process, the Leasing Specialist must resubmit the initial
determination request with revised the space or rate information.

A final Determination of Operating Lease Treatment form must be prepared before award to the
apparent successful offeror. Accordingly, the proposed lease must be evaluated to determine
operating or capital lease treatment. The Leasing Specialist must request this determination by
completing the final Determination of Operating Lease Treatment form and submitting It to the
Assset Manager for review. The Asset Manager will return the completed form and all supporting
documentation—the General Construction Cost Review Guide (GCCRG) and Lookup Table—to
the Leasing Specialist. A signed copy of the Final Determination of Operating Lease Treatment
form must be uploaded into elease and provided to the budget activity (BA) 53 Budget Analyst at
the time of the request for certification of funds.

6. Analysis Based on Other Lease Types and
Actions

Ohserve the following guidelines when dealing with special leasing actions such as prospectus-
level leases, simplified leases, extensions, expansions, free space, optiens, and unique agency-
specific leases.
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% 6. Analysis Based on Other Lease Types and Actions

a. Prospectus-Level Leases

All prospectus-level leases with terms of more than & years require a determination of operating
lease status taking into consideration all nine criteria in paragraph 4{d), above, including the
90 percent scoring calculation—

1. Atthe initial active project phass,
2. Atthe time of the submission of the project to Central Office, and

3. After receipt of authorization of the project, but before award, using the apparent
successful offeror’s final offer and the latest discount rates.

b. Simplified Leases

If a lease qualifies as a simplified iease, the Lease Contracting Officer must confirm its operating
lease status by signing the Simplified Lease Scoring Memorandum, which states that all
applicable conditions have been met to qualify as an operating lease. No further action on the
determination of operating lease status is required. The Leasing Specialist must provide a copy of
the signed memorandum to the BA 53 budget analyst, along with the request for the certification
of funds.

¢. Extensions

If the Government seeks to extend a lease for a temporary term {generally 1 to 3 years, not fo
exceed 5 years ), the Leasing Specialist is authorized to make the determination that the
proposed lease is an operating lease by certifying that the lease meets the criteria in paragraph
4(d) of this policy. The 80 percent scoring calculation is not required for the determination. The
Leasing Specialist must complete the Determination of Operating Lease Classification for Leases
5 Years or Less, per paragraph 5(a) of this policy, and include a copy in the lease project file. No
further action with regard to lease classification for budget scorekeeping purposes is required.

d. Expansions, Succeeding, and Superseding

If a client agency requests expansion space for a location already under lease to the Government,
before committing te any expansion space, the Leasing Specialist and Asset Manager must take
into consideration the materiality and time frames involved o determine the impacts on the status
of the lease as an operating [ease and on the prospectus threshold. The key to determining the
next step is to define whether the changes to the lease were foreseen hefore lease award or were
truly independent leasing actions raised by the client agency after initial lease award. The

Leasing Specialist or Lease Contracting Officer must document the lease fite for any action taken
and follow the processes described in paragraph 5 as applicable for the lease term.

If all of the space under an existing lease plus the expansion space s fo be satisfied with either a
succeeding or superseding lease, than the total space included in the lease proposal must be
considered when comparing the lease value to the prospectus threshold and undertaking a
scoring caloulation. The Leasing Specialist or Lease Contracting Officer must document the lease
file for any action taken and follow the processes described in paragraph 5 as applicable for the
lease term.
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7. NPV/FMV Above 80 percent </

e. Free Space

When an offeror proposes to provide, at no additional charge to the Government, a contiguous
block of space that exceeds the maximum amount GSA has solicited, and the agency agrees to
accept the extra space, the free space square footage is not added to the solicited square
footage of the lease for purposes of the 90 percent scoring calculation.

f. Options

If a lease agreement contains an option to renew that can be exercised without further
congressional action, it is presumed that the option will be exercised.

For example, if an approved prospectus stipulates a term of 20 years and the proposed lease
deal is structured as 10 years firm with two 5-year options, the 90 percent scoring calculation
must reflect a 20-year lease term.

However, if a lease has an approved prospectus for a term of 10 years, but the lessor offers a
10-year firm lease with two &-year options, the 90 percent scoring calcuiation only needs o reflect
a 10-year lease term. The two 5-year options cannot be exercised without a new prospectus,
assuming that they are above the prospectus threshold, and thersfore do not need to be
calculated at the time of the analysis.

All options that are included in the iease agreement for leases below the statutory prospectus
level that do not require prospectus approval to exercise must be included in the lease term for
purposes of the 90 percent scoring calculation. If such options are not factored into the base
lease’s original 90 percent scoring calculation, the scoring requirements as defined in this policy
must be applied before an option can be exercised.

g. Unique Agency-Specific Leases

Confirming operating lease treatment is difficult with respect to some of our client agencies. For
example, for agencies such as the Transportation Security Administration (TSA), it is difficult to
numerically score the project, as the rent charged bears no relationship to the construction cost of
the space the agency would occupy. The Leasing Specialist and Asset Manager must determine
whether the rent proposed for TSA space at an airport is reasonable compared to other rents
charged at airports. If cther office tenants within the airport are paying similar rental rates, the
determination that the lease is an operating lease can be made without further action. The
Leasing Specialist and Asset Manager should complete the Determination of Operating Lease
Treatment for Unigue Agency Leases form.

7. NPVIFMV Above 80 percent

Final scoring calculations yielding a NPV/FMV ratio above 80 percent are sufficiently high to be
cause for concern. The Asset Manager must complete the scoring workbook and have the signed
concurrence of the Regional Director of Portfolic Management. This concurrence may not be
delegated.
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8. Calculations

Instructions for performing the 90 percent scoring calculation are provided by the Office of Real
Property Asset Management on the following Web site:

hitp.//pbsportal.phs.gsa.gov.7777/portal/page?_pageid=84,120877&_dad=portaid_schema=POR
TAL.

a. Developing Inputs

For all 90 percent scoring calculations, the Asset Manager must develop inputs for the scoring
worksheet using the most current GCCRG or data taken from a current market appraisal, if
available.

If using the GCCRG, the Asset Manager must enter the total project Estimated Construction Cost
{ECC}) into the most current Lookup Table to determine the design and management and
inspection fees applicable to the proposed action.

To determine FMV, the Asset Manager must add the total ECC to the design and management
and inspection costs, and to the site acquisition costs. The value for land must be provided by the
employees responsible according to regional policy or practice and can be determined through:

¢ Site comparahles based on recent sales;

s Market values if developed for the gecgraphic area based on land values per Floor Area
Ratio (FAR) foot; or

+ Any other suitable method, as long as the Asset Manager provides sufficient documentation.

b. Discount and Infiation Rates

Every time the 90 percent scoring calcutation is performed, the Asset Manager must use the
discount and infiation rates that are included in the President’'s most recent budget document.
These rates are posted on the Portfolio Management Web site shortly after the President’s
budget is released. These are normally updated in December or January each year. Rates for
2010, which are based on the economic assumptions for the 2011 budget, can be found at OMB
Circular A-11 and OMB Circular A-11 Appendix C.
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GSA

1. Background ¢

1. Background

Historically, GSA’s business practice has been to acquire official parking spaces
associated with the Government’s space requirements (meaning those parking spaces
required to park Government vehicles, as further detailed in subparagraph 2(c)(1)(a),
herein), through the lease contract as part of the rental consideration. By acquiring
official parking spaces through the lease, GSA acquired exclusive rights to individual or
multiple parking spaces in conjunction with the acquisition of leasehold interests in office,
warehouse, or special space.

In its decisions, the U.S. Government Accountability Office (GAO) has found that
commercial parking is generally considered a personal expense of the employee and
that expenses considered personal in nature are not payable from appropriated funds
absent specific statutory authority.® Therefore, GSA’s practice has been to include a
requirement in its leases that parking for employees be made available for purchase.
Outside major metropolitan areas and in many suburban areas, it is common for parking
that is mandated by local code requirements to be made available to lessees for
employee use at nominal or no supplemental cost.

Client agencies have occasionally requested parking not associated with lease
procurement or an existing lease contract. In response, GSA regions have typically
acquired parking using various contracting methods, including the standard lease form, a
service contract, or, in some instances, region-specific documents. Additionally,
consistent with 41 C.F.R. § 102—73.240 of the Federal Management Regulation,
agencies have used their own procurement authority to acquire parking by service
contract. It is preferred that agencies acquire parking themselves, whenever suitable.

The number, type, timing, cost and location of official parking spaces required by the
client agency may be an important factor in determining the appropriate acquisition
method, type of legal contract instrument to use, type of warranted acquisition official
necessary to acquire parking, funding source and billing method. This appendix will
provide guidance on the appropriate acquisition approach to use to promote the effective
and efficient use of program resources, and to comply with statutory, regulatory, and
policy requirements.

! U.S. Government Accountability Office, U.S. Department of Housing and Urban Development—Rental of Parking
Space, B-162021, July 6, 1977; U.S. Bureau of the Mint—Subsidized Parking for Employees, B-248247, March 15, 1993.
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2. Operating Policies and Procedures

a. General

1. The authority to enter into a lease of a building or future improvement for the
accommodation of a Federal agency is found at 40 U.S.C. § 585(a). GSA's
authority to provide services for other agencies is found at 40 U.S.C. § 501.

2. Policies for reduction of greenhouse gas emissions are found in Executive Order
13514, “Federal Leadership in Environmental, Energy and Economic
Performance” (October 5, 2009).

3. Policies on workplace strategies to eliminate wasteful spending, save energy and
water, and to further reduce greenhouse gas pollution and energy consumption,
are found in “Presidential Memorandum—Disposing of Unneeded Federal Real
Estate” (June 10, 2010).

b. Applicability

This Appendix to the Leasing Desk Guide applies to all PBS personnel engaged in the
acquisition and administration of official parking spaces and lease acquisitions delegated
by GSA to other federal agencies.

c. Parking Characteristics
1.Types of Parking

The Request for Lease Proposals (RLP) must state the required number of parking
spaces for official Government use. The Offeror must provide a plan and short narrative
(as necessary) to explain how he/she will meet parking requirements and the annual
cost (and any step increases) per space for both reserved and non-reserved, structured
and surface parking spaces, to be included as part of the rental rate over the entire term
of the lease, including the exercise of any renewal period.

In general, GSA'’s pricing policy defines parking or parking spaces as standalone parking
structures, surface lots, and identified parking areas within structures designed and
designated for the purpose of parking vehicles. Parking spaces located adjacent to the
leased location are considered on-site parking and will share the same building number
when entered into GSA'’s space management and billing systems. It is good practice to
indicate whether the leased parking is "on-site” or “'off-site” according to the definitions
listed below and to attach a copy of the parking plan to the lease.

a. Official Parking Spaces — are defined as parking spaces provided for official
government vehicles owned or leased on behalf of the Government or
privately owned vehicles designated for official use in the performance of the
client agency’s mission. Official parking spaces are always to be listed and
categorized in both GSA'’s space management systems and the Occupancy
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Agreement as structured or surface spaces, and, if not included in shell rent,
identify the separate rates that may be charged for parking spaces.

b. Unofficial Parking Spaces — are defined as employee and visitor parking
spaces. Government employees and visitors are typically responsible for
coordinating and funding their own parking arrangements. The Government
will use the Offeror’s parking plan and narrative to identify the number of
available parking spaces for use by Government employees and visitors.
Through negotiations, Leasing Specialists evaluate offers to ensure the cost
of employee and visitor parking spaces is not subsidized by the offered rent,
unless it meets the justification requirements outlined in paragraph 2.i,
Justification Requirements for Parking (for other than Official Parking Spaces),
below.

It is common practice for official parking spaces to be designated as reserved
parking spaces, in secured or unsecured locations in a designated area
within the parking structure or surface lot, for the sole use at all times by the
occupying agency. Unofficial parking spaces are designated as unreserved
parking spaces randomly located throughout the parking structure or surface
lot and parking is on a first come first served basis.

2. Location of Parking

Off-site Parking Spaces - an Offeror may provide off-site parking spaces for
official government use if the Offeror can demonstrate proof of fee simple or
leasehold ownership of the off-site parking spaces. If controlled by a leasehold
interest, off-site parking spaces may be acceptable if the lessor’s leasehold
interest in the parking is either the same length of term (or longer) than the
Government’s lease for the associated primary space, including all of the
Government’'s renewals. For the purposes of pricing policy and billing, GSA
leasing associates should include off-site parking spaces on the same rent bill as
the GSA lease for the associated office, warehouse, or special space.

d. Parking Pursuant to an Approved Prospectus Security
Provision

1. When an approved prospectus indicates that the client agency’s security
requirements may necessitate control of the parking garage at the leased
location, that agency is exempt from further justification requirements as outlined
in paragraph 2.i, below. Control may be accomplished as a separate operating
agreement with the lessor or as part of the Government’s leasehold interest in
the building.

2. Client agencies securing control of a parking garage pursuant to an enabling
prospectus provision must sign an Occupancy Agreement containing an ad hoc
clause that obligates the agency to pay for the parking for a period coterminous
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with the space lease the parking serves. The following information must be
included in the ad hoc clause:

v' total number of parking spaces in the garage;

v" number of parking spaces designated for official government vehicles;

v" how the remaining balance is allocated for employee parking, visitor
parking, or otherwise; and

v’ certification of agency responsibility for establishing, administering, and
collecting employee reimbursement for all parking spaces made available
for employee use.

e. Parking Requirements for GSA Child Care Centers in Leased
Space

Child care centers in GSA-controlled leased space require official parking spaces to
accommodate: (a) short-term parking for parents/guardians dropping off and picking up
children and (b) emergency vehicles and child care transportation vans. These parking
spaces are not considered "employee parking" and, therefore, are not subject to the
justification requirements described in paragraph 2.i, below.

f. Methods of Acquiring Parking

The preferred method for acquiring parking spaces post-award is for the customer
agency to use its own procurement authority to acquire parking by service contract if no
suitable Government-controlled facilities are available (41 C.F.R. § 102-73.240)%.
Customer agencies must make written inquiry to GSA regarding the availability of
parking in Government-owned or leased facilities. The PBS regional office will notify the
customer agency if no suitable parking spaces are available; only then may an agency
use its own procurement authority to acquire parking by service contract.

The following contracting methods are available to acquire parking spaces either pre- or
post-award. The dollar amount of the transaction does not determine whether a service
contract or a lease should be used. What matters is the interest to be obtained — either
the exclusive use of a designated parking space or spaces or area in a garage or lot for
a defined period of time (in which case a lease should be used) or a parking permit or
license for any available space (in which case a service contract should be used). In
addition, the total dollar value of the transaction (including option periods) governs the
warrant level required for the contracting officer.

1. Service Contract — a service contract is a Government instrument used for the
express purpose to furnish services and can be prepared and executed by GSA
or the client agency to satisfy a purchase request for official parking spaces that
cannot be added to an existing lease contract, or when use of the parking spaces

2 General Services Administration, Federal Management Regulation, title 41 of the Code of Federal Regulations, chapter
102, subchapter C - Real Property, part 102-73 - Real Estate Acquisition, subpart B — Acquisition by Lease (2005).

PBS Leasing Desk Guide H-5
This page last revised: 10/31/2013





APPENDIX H: Parking Acquisition

GSA

2. Operating Policies and Procedures <

is not going to be exclusive to the Government (such as non-reserved spaces).
GSA Form 300, Order for Supplies and Services, is the appropriate form to use
for parking spaces acquired using simplified acquisition procedures.

2. Lease Contract — a lease contract solely for official parking spaces gives the
Government exclusive use of parking spaces in a parking garage structure or
surface parking lot, and a lease contract or lease amendment must be used to
procure such exclusive use spaces. Official parking spaces are classified as
reserved parking spaces and must be secured and illuminated in accordance
with the 2010 Interagency Security Committee Standards for facility security level
requirements. Refer to LDG chapter 19, Security, for detailed guidance.

The lease contract must be a written agreement between the lessor and the
Government. The lessor must either own the property in fee simple or possess a
leasehold interest that can accommodate all of the Government’s requirements
by a sublease, including granting possession and use for the entire length of time
the Government may lease the associated office, warehouse or special space.
Requests for official parking spaces included with requests for general use,
warehouse, or special space requirements may be satisfied using any one of the
lease models for the primary space. Alternatively, requests for official parking
spaces not included with a space request will often be done as a lease
amendment to an existing lease, but, if that approach is not applicable, then
generally a Form 3626, or a service contract, would be used. Lease
amendments for additional parking spaces below the simplified acquisition
threshold require the Lease Contracting Officer to document the file to justify the
need for additional spaces, and, at a minimum, to demonstrate that no other
leased locations for parking spaces are feasible.

3. GSA Form 3626, U.S. Government Lease for Real Property (short form) -
Leasing Specialists will generally use GSA Form 3626 and related attachments
when solely procuring parking, without a corresponding office, warehouse, or
special space requirement, under the simplified acquisition threshold. Leasing
Specialists must use the appropriate lease reform model that applies to all lease
requirements, not just parking, when exceeding the simplified acquisition
threshold. Leasing Specialists must use a separate lease contract that is tracked
under its own lease and building numbers. All lease reform models can be found
at: https://insite.gsa.gov/portal/category/517338.

4. Lease Amendment — requests for official parking spaces required during the term
of the lease must be procured by lease amendment, provided the current lessor
has acceptable available parking spaces (either on-site or off-site) that can be
acquired at acceptable rates under the Government’s existing lease contract. If
the current lessor does not have additional parking spaces available, then a new
lease contract is required.
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g. Allocation of Parking Spaces

The Federal Management Regulation (Parking Facilities - 88 102-74.265 through
102-74.310) identifies policies and procedures for the management and allocation of
parking spaces in GSA-controlled space. PBS Operational Guidance Regarding Official
Parking, dated November 3, 2009, provides further clarification of the regulation on how
parking spaces are allocated for official use.

Lease Administrative Managers are required to follow the operational guidance in the
allocation of parking and ensure that parking allocations for persons with disabilities
comply with the requirements in the Architectural Barriers Act Accessibility

Standard. Appendix E of the Leasing Desk Guide provides comprehensive guidance on
the requirement for GSA to meet accessibility requirements for persons with disabilities
in leased space.

Note: When GSA is the client agency, GSA must comply with GSA Instructional Letter
OAS IL-13-2, dated August 5, 2013, “Paid Parking for GSA Employees in Facilities
Under the Jurisdiction, Custody or Control of GSA,” or GSA Instructional Letter OAS IL-
12-1, “Paid Parking for GSA Employees in the National Capital Region,” dated February
3, 2012, as applicable. All GSA employees who park in these facilities must pay for their
parking unless they qualify for one of the exceptions set forth in the applicable
instructional letter.

h. Roles and Responsibilities

1. GSA - Leasing Specialists and Lease Contracting Officers

New lease procurement or requests for lease expansion or lease reduction - PBS
associates responsible for gathering agency requirements must coordinate with Leasing
Specialists to identify the number of parking spaces required for the agency’s official
vehicles. The Request for Lease Proposal includes language that states that the
parking-to-square foot ratio available on site must at least meet current local code
requirements, or, in the absence of a local code requirement, on-site parking must be
available at a ratio of one space for every XX rentable square feet of space. Moreover, if
there is a reduction in space, Leasing Specialists must make agencies aware that there
may be a corresponding reduction in the number of parking spaces available for their
use.

Leasing Specialists are reminded that requirements for official parking spaces are based
upon specific operational needs and not building ratios or municipal codes. Therefore, a
reduction of leased space also should trigger a review of the client agency’s continuing
requirement for official parking spaces.

e After occupancy - Leasing Specialists will satisfy any further requests for
official parking spaces from the current lessor, provided the additional spaces
can be acquired under the Government'’s existing lease and can be obtained
for the entire term of the Government’s occupancy.
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2. GSA — Lease Administration Managers

e Lease Administration Managers will coordinate with GS-1102, Contract
Specialists, or, if a warranted official, will acquire official parking spaces for
the Government’s exclusive use under a service contract using GSA Form
300, Order for Services and Supplies, when all of the following conditions
occur:

v' the client agency is unable to obtain parking under its own
independent authority;

v there are no available parking spaces within GSA’s federal inventory;

v the number of official parking spaces required cannot be satisfied at
the agency’s current leased location;

v the cost of parking does not exceed the simplified threshold; and

v the client agency must fund the request for parking using a recurring
reimbursable work authorization or through the Occupancy
Agreement tool.

I. Justification Requirements for Parking (for other than Official
Parking Spaces)

Federal appropriations law is clear that, under normal circumstances, employee parking
is considered a personal expense of the employee and that appropriated funds are
generally not available for the purpose of expenses considered personal in nature.?
However, GAO has determined that agencies may use appropriated funds to provide
parking to its employees when necessary to avoid a “significant impairment to the
agency’s operating efficiency.” * For GSA to provide employee parking, agencies must
provide an administrative determination (see Attachment D in this chapter) of significant
impairment to its operating efficiency, signed by the head of the agency or another
agency official authorized to act for the head of the agency, that considers the following
factors:

1. The requirement that executive agencies actively promote the use of ridesharing
(carpools, vanpools, privately leased buses, public transportation, and other
multi-occupancy modes of travel) to conserve energy, reduce congestion,
improve air quality, and provide an economical way for federal employees to
commute to work.

2. The requirement that federal agencies located in Washington, D.C. implement a
transit subsidy fringe benefit pursuant to 5 U.S.C. § 7905 to further the public

® GAO-04-261SP - Principles of Federal Appropriations Law - Volume I, Chapter 4, Availability of Appropriations:
Purpose, section 13(j), Personal Expenses and Furnishings, Miscellaneous Personal Expenses.

4 U.S. International Trade Commission—Use of Appropriated Funds to Subsidize Employee Parking Permits, #B-322337
(August 3, 2012).
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policy of discouraging commuting by single-occupancy vehicle to improve air
guality and reduce traffic congestion.

The requirement that executive agencies make use of their authority to offer
flexible arrangements through telework (5 U.S.C. § 6502) or flexible work
schedules (5 U.S.C. § 6122).

Assess the impact on recruitment and retention in the face of a smaller pool of
eligible workers.

The extent to which parking is subsidized in like circumstances in the non-federal
workplace.

Additional GSA factors to consider:

The daily hours of employment;

The amount of overtime work likely to be necessary;

Frequency of public transportation during peak periods;

The cost of public transportation;

The location of the residences of the majority of employees in relation to their
place of employment and the estimated time required for travel between
home and work;

e The amount of parking available in the area; and

e Any other relevant factors, including those concerning the safety of the
employees using public transportation.

3. Documents

Following is a list of documents for use in the acquisition of parking spaces. The
attached sample letters and the Parking Determination and Findings document are
included with this chapter under Attachments. GSA Form 300, Order for Supplies and
Services, and GSA Form 3626, U.S. Government Lease for Real Property (Short Form),
are maintained in the GSA Forms Library.

a. Sample Letter — Written Response to Request for Vacant Available Federally
Controlled Space under 41 C.F.R. § 102-73.240

b. Sample Letter — Written Response to Request for Vacant Available Federally
Controlled Space Associated With A Replacement Lease under 41 C.F.R. § 102-
73.240

c. Sample Letter — Written Response to Request for Employee Parking

d. Parking Determination and Findings Document
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e. GSA Form 300, Order for Supplies and Services — use to acquire official parking
spaces under a service contract.

f. GSA Form 3626, U.S. Government Lease for Real Property (Short Form) — use to
acquire official parking spaces at a cost that is less than or equal to the simplified
acquisition threshold.
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4. Attachments

Attachment A: Sample Letter - Written Response to
Request for Vacant Available Federally Controlled Space
(41 C.F.R. § 102-73.240)

Date

Agency Contact:
Federal Agency

1234 Address Street
Anytown, State 99999

Dear Mr./Ms. Agency Contact:

This letter is in response to your request dated XXXX, for the acquisition of XXX parking
space(s). This request is made on behalf of (Federal Agency or Bureau Name) currently
located at XXXX. You have informed GSA that there is a requirement for additional
Government-controlled parking for official government use.

41 C.F.R. § 102-73.240 states: “If no suitable Government-controlled facilities are
available, an agency may use its own procurement authority to acquire parking by
service contract.”

Upon review of our Government-controlled owned and leased space inventory, we have
determined that there are no available parking spaces that would fulfill this requirement.
Therefore, as provided in 41 C.F.R. 8§ 102-73.240, the (insert name of Federal Agency)
may proceed with this transaction. You must acquire the parking spaces by service
contract and the parking spaces must be acquired and used in accordance with all
applicable laws, rules and regulations, including the required determination that the
parking is required to avoid significant impairment to the agency’s operating efficiencies
(see U.S. International Trade Commissioner—Use of Appropriated Funds to Subsidize
Employee Parking Permits, B-322337, August 3, 2012), if applicable.

Please note this letter only applies to the additional parking spaces required for the
(Federal Agency or Bureau Name) currently located at XXXX. Please feel free to
contact me if you have any questions or concerns, or if GSA may be of further
assistance.

Sincerely,
GSA Representative Name

Title
PBS, Division/Branch
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Attachment B: Sample Letter - Written Response to
Request for Vacant Available Federally Controlled Space
Associated With A Replacement Lease (41 C.F.R. § 102-
73.240)

Date

Agency Contact:
Federal Agency

1234 Address Street
Anytown, State 99999

Dear Mr./Ms. Agency Contact:

This letter is in response to your request for the acquisition of XXX parking space(s),
submitted with a (insert space request or other source document) for XXX square feet of
(insert office, warehouse, or special) space for (insert Bureau Name if applicable). This
(Federal Agency or Bureau Name) is currently located at XXXX. The procurement GSA
is conducting for replacement space will not include parking spaces other than those
required for official Government vehicles. You have informed GSA that there is a
requirement for additional Government-controlled parking for employee or visitor parking
to be housed at the replacement location.

41 C.F.R. § 102-73.240 states: “If no suitable Government-controlled facilities are
available, an agency may use its own procurement authority to acquire parking by
service contract.”

Upon review of our Government-controlled owned and leased space inventory, we have
determined that there are no available parking spaces that would fulfill this requirement.
Therefore, as provided in 41 C.F.R. 8§ 102-73.240, the (insert name of Federal Agency)
may proceed with this transaction. You must acquire the parking spaces by service
contract and the parking spaces must be acquired and used in accordance with all
applicable laws, rules and regulations, including the required determination that the
parking is required to avoid significant impairment to the agency’s operating efficiencies
(see U.S. International Trade Commissioner—Use of Appropriated Funds to Subsidize
Employee Parking Permits, B-322337, August 3, 2012), if applicable.

Please note this letter only applies to the additional parking spaces required for the
procurement of XXX square feet for XXX, currently located at XXX. Please feel free to
contact me if you have any questions or concerns, or if GSA may be of further
assistance.

Sincerely,
GSA Representative Name

Title
PBS, Division/Branch
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Attachment C: Sample Letter - Written Response to
Request for Employee Parking

Date

Agency Contact:
Federal Agency

1234 Address Street
Anytown, State 99999

Re: (Insert Name of Source Document) — Response to Parking Requirement Request
Dear Mr./Ms. Agency Contact:

Thank you for your letter (or source document) dated (XXXX), requesting that GSA
acquire employee parking spaces as a component of (current or future) lease
procurement(s). The U.S. Government Accountability Office (GAO), under certain
exceptions, authorizes appropriated funds to be used to pay for employee parking,
where the parking is required to avoid a significant impairment to the agency’s operating
efficiency.

We have reviewed your documentation (or request) and still require further justification
as outlined in the GAO decision on the acquisition of employee parking. Such
justification must be in the form of a Determination and Findings document (guidance
attached) and must be accompanied by an identified source of funding included in your
appropriation and signed by the appropriate agency official. In addition, as with any
document obligating agency funds, it must be certified by the Chief Financial Officer.
The appropriate agency official and the Chief Financial Officer, as parties to the
Determination and Findings certification of the availability of funds, would thereby
acknowledge that your agency’s appropriated funds may be used to acquire employee
parking.

Below is an excerpt from the GAO decision that is a guide to justify the agency’s need
for parking (taken from U.S. International Trade Commission—Use of Appropriated
Funds to Subsidize Employee Parking Permits, B-322337 (August 3, 2012)):

... the GSA factors in former order PBS 7030.2C are certainly relevant for the
Commission’s consideration. We note, however, that there are other factors, not
existent 40 years ago, that the Commission should consider. For example, it does
not appear that the Commission considered the impact of its determination on
Washington, D.C., air quality and traffic congestion. Improving air quality,
conserving energy and reducing traffic congestion are public policy initiatives that
underlie two Executives Orders:

e The requirement that executive agencies actively promote the use of
ridesharing (carpools, vanpools, privately leased buses, public
transportation, and other multi-occupancy modes of travel) to conserve
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energy, reduce congestion, improve air quality and provide an economic
way for federal employees to commute to work. See Exec. Order No.
12191, Federal Facility Ridesharing Program, 45 Fed. Reg. 7997

(Feb. 1, 1980).

e The requirement that federal agencies located in Washington, D.C.,
implement a transit subsidy fringe benefit pursuant to 5 U.S.C. § 7905 to
further the public policy of discouraging commuting by single-occupancy
vehicle in order to improve air quality and reduce traffic congestion. See
Exec. Order No. 13150, Federal Workforce Transportation, 65 Fed. Reg.
24613 (April 21, 2000).

The Commission’s determination of significant impairment also should address
other factors relevant to today’s federal workplace:

The requirement that executive agencies establish a telework program
(5 U.S.C. §6502).

¢ The authority of agencies to offer employees flexible work schedules
(5U.S.C. §6122).

¢ As the aging civil service workforce retires, the impact on recruitment
and retention in the face of a smaller pool of eligible workers.

e The extent to which parking is subsidized in like circumstances in the
nonfederal workplace.

Please note that a Determination and Findings document is required not only for this
request but for any subsequent procurements that may include employee parking
requirements.

GSA is ready to satisfy your procurement request once the matter of the employee
parking requirement is resolved. Please provide a Determinations and Findings
justification by (Date). If you have any questions, please contact me on XXX-XXX-XXX.
Thank you for your attention to this matter.

Sincerely,
GSA Representative Name

Title
PBS, Division/Branch
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Attachment D: Parking Determination and Findings
Document

The Determination and Findings (D&F) document is written approval by an authorized
official that is required by GSA policy as a prerequisite to taking certain contract actions
for employee parking. The determination is a conclusion or decision supported by the
findings. The findings are statements of fact or rationale essential to support the
determination and is guided by the U.S. Government Accountability Office decision in
the matter of the U.S. International Trade Commission—Use of Appropriated Funds to
Subsidize Employee Parking Permits, B-322337 (August 3, 2012).

Content

The D&F must set forth enough facts and circumstances to clearly and convincingly
justify the specific determination made. At a minimum, each D&F must include, in the
prescribed GSA format, the following information:

(a) ldentification of the agency and of the contracting activity and specific identification
of the document as an administrative D&F.

(b) Nature and description of the action being approved.

¢ An agency must make a determination of significant impairment of the
agency'’s operating efficiency to use appropriated funds to provide
employee parking.

(c) Citation of the appropriate statute or regulation, or both, upon which the D&F is
based.

e The requirement that executive agencies actively promote the use of
ridesharing (carpools, vanpools, privately leased buses, public
transportation, and other multi-occupancy modes of travel) to conserve
energy, reduce congestion, improve air quality, and provide an economic
way for federal employees to commute to work. See Exec. Order No.
12191, Federal Facility Ridesharing Program, 45 Fed. Reg. 7997
(Feb. 1, 1980).

e The requirement that federal agencies located in Washington, D.C.
implement a transit subsidy fringe benefit pursuant to 5 U.S.C. § 7905 to
further the public policy of discouraging commuting by single-occupancy
vehicle to improve air quality and reduce traffic congestion. See Exec.
Order No. 13150, Federal Workforce Transportation, 65 Fed. Reg. 24613
(April 21, 2000).

PBS Leasing Desk Guide H-15
This page last revised: 10/31/2013





APPENDIX H: Parking Acquisition

GSA

4. Attachments &

e The Agency’s determination of significant impairment also should address
other factors relevant to today’s federal workplace:

v The requirement that executive agencies establish a telework
program. 5 U.S.C. § 6502.

v The authority of agencies to offer employees flexible work
schedules. 5 U.S.C. § 6122.

v As the aging civil service workforce retires, the impact on
recruitment and retention in the face of a smaller pool of eligible
workers.

v' The extent to which parking is subsidized in like circumstances in
the nonfederal workplace.

(d) Findings that detail the particular circumstances, facts, or reasoning essential to
support the determination. Necessary supporting documentation must be obtained from
appropriate requirements and technical personnel.

e The agency’s Chief Financial Officer must provide the citation of the
specific statutory authority and certification upon which the agency may
use its appropriation to pay for employee parking.

(e) An administrative determination based on findings that the proposed action is
justified when considering seven additional factors in making the determination of
significant impairment to the agency’s operating efficiency:

(1) Daily hours of employment;

(2) Amount of overtime work likely to be necessary, number of persons
working during overtime periods and the adequacy of public
transportation during regular and overtime periods;

(3) Frequency of public transportation during peak periods;

(4) The cost of public transportation;

(5) The location of the residences of the majority of employees in relation
to their place of employment and the estimated time required for travel
between home and work;

(6) The amount of parking available in the area, and the possible impact
of increased demand on cost and availability of such existing parking if
government parking is not provided; and

(7) Any other relevant factors including those “involving the safety of
employees” using public transportation.

(f) Expiration date of the D&F. Authority to act under this D&F expires when it is
exercised through the award of a contract.

(g) The signature of the head of the agency or agency official authorized to act for the
head of the agency authorized to sign the D&F and the date signed.
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1. Background <

1. Background

The original fire protection and life safety (FPLS) procedures in all lease acquisitions were
developed in 1996 with the overall intent to simplify FPLS procedures and requirements in leased
space. As part of these procedures, for any proposed lease acquisition except temporary leases,
Leasing Specialists were required to provide a FPLS submittal package of information to the
regional Fire Protection Engineer for a technical FPLS review to assure GSA was not exposed to
any unnecessary fire risks. Over the years, the FPLS procedures and requirements have been
amended to increase assurance of FPLS in leased space and to assist Leasing Specialists with
their understanding and implementation of the FPLS procedures and requirements.

This chapter issues revised FPLS procedures and requirements to reduce potential delays in the
lease acquisition process while still providing customers with a level of safety they expect from
GSA.

This new approach relies on the Leasing Specialist screening out non-compliant buildings early in
the lease market survey process while still maintaining the FPLS requirements that are unique to
PBS (for example, means of egress, automatic fire sprinkler system, and fire alarm system). The
new approach also permits a Leasing Specialist to forego the need for an Offeror to provide a
FPLS submittal package of information to the regional fire protection engineer for a technical
FPLS review if the building meets the FPLS requirements that are unique to PBS and if the
building has a valid certificate of occupancy complying with any edition of the International Code
Council, International Building Code (IBC). In addition, leases 10,000 rentable square feet or less
located on the first floor of a building will be permitted without a FPLS review.

Note, however, that buildings that meet the initial screening criteria during the lease market
survey will still require submittal of a FPLS package if the offered space does not —

e meet all the FPLS requirements that are unique to PBS or
e have a valid building Certificate of Occupancy issued under any edition of the IBC.

Finally, regardless of whether a prelease FPLS review is required, during the post-award design

phase, Design Intent Drawings (DIDs) and, under certain circumstances, Construction Drawings,
must be submitted to the GSA Fire Protection Engineer for review and approval.

2. General Requirements for all Leases (except
Temporary Leases)

Leasing Specialists must consult as necessary and work closely with the appropriate regional Fire
Protection Engineer throughout the lease acquisition process. For complex leases, the Leasing
Specialist may also request the regional Fire Protection Engineer to accompany them on the
lease market survey. See Attachment 1, GSA FPLS Review Process Flow Chart.

For buildings with existing leases, Leasing Specialists must meet with the regional Fire Protection
Engineer to discuss and review all unresolved fire risk conditions in the Inventory Reporting
Information System (IRIS) database. Leasing Specialists must resolve all unresolved fire risk
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% 3. Mandatory FPLS Requirements

conditions in IRIS with the building owner prior to executing any additional leases or succeeding
leases at the same location.

Leasing Specialists must inform Offerors of their responsibility to provide a valid building
certificate of occupancy issued by the local jurisdiction. However, if the building certificate of
occupancy is not available or a local jurisdiction does not issue a building Certificate of
Occupancy, the Offeror must obtain the services of a licensed fire protection engineer to verify
the offered office space and building meets all applicable local codes and ordinances to ensure
an acceptable level of safety is provided. The licensed fire protection engineer must prepare a
report indicating their assessment of the offered space is in compliance with all applicable local
codes and ordinances. If the services of a licensed fire protection engineer are required, the
Leasing Specialist must forward the subject report to the appropriate regional Fire Protection
Engineer for review and approval.

Leasing Specialists must inform Offerors of their responsibility to provide and maintain space that
is free of hazardous materials according to applicable Federal, State, and local environmental
regulations. Additionally, PBS leases have specific provisions, (regardless of local or national
standards), for elimination of hazardous materials from buildings leased by the Government.

3. Mandatory FPLS Requirements

The following are required for all leases except temporary leases.

Means of Egress

e Prior to occupancy, the premises and any parking garage areas shall meet, or be upgraded
to meet, either the applicable egress requirements in the National Fire Protection Association,
Life Safety Code (NFPA 101) or the International Code Council, International Building Code
(IBC), each current as of the lease award date, or use an alternative approach or method that
achieves an equivalent level of safety deemed acceptable by the Government.

e Offered space must have unrestricted access to a minimum of two remote exits on each floor
of Government occupancy.

e Interlocking or scissor stairs located on the floor(s) where offered space is located must only
count as one exit stair.

o Afire escape located on the floor(s) where offered space is located must not be counted as
an approved exit stair.

e Doors must not be locked in the direction of egress unless equipped with special locking
hardware in accordance with requirements of NFPA 101 or the IBC.

Automatic Fire Sprinkler Requirements

o Offered space located below-grade, including parking garage areas, and all areas in a
building referred to as "hazardous areas" (defined in NFPA 101) that are located anywhere
within the entire building (including non-Government areas) must be protected by an
automatic fire sprinkler system or an equivalent level of safety.

e For buildings in which any portion of the offered space is on or above the sixth floor, then, at
a minimum, the building up to and including the highest floor of Government occupancy must
be protected by an automatic fire sprinkler system or an equivalent level of safety.

e For buildings in which any portion of the offered space is on or above the sixth floor, and
lease of the offered space will result, either individually or in combination with other

D-2 PBS Leasing Desk Guide
This page last revised: 05/11/2015





APPENDIX D: Fire Protection and Life Safety

GSA

4. FPLS Prelease Reviews ¢

Government leases in the offered building, in the Government leasing 35,000 square feet or
more ANSI/BOMA Office Area square feet of space in the offered building, then the entire
building must be protected throughout by an automatic fire sprinkler system or an equivalent
level of safety.

Automatic fire sprinkler system(s) must be installed in accordance with National Fire
Protection Association (NFPA) 13, Standard for the Installation of Sprinkler Systems that was
in effect on the actual date of installation.

Automatic fire sprinkler system(s) must be maintained in accordance with the requirements in
NFPA 25, Standard for the Inspection, Testing, and Maintenance of Water-based Fire
Protection Systems (current as of the Lease Award Date).

Fire Alarm System

A building-wide fire alarm system must be installed in the entire building in which any portion
of the offered space is located on the third floor or higher in the building.

The fire alarm system must be installed in accordance with NFPA 72, National Fire Alarm and
Signaling Code that was in effect on the actual date of installation.

The fire alarm system must be maintained in accordance with NFPA 72, National Fire Alarm
and Signaling Code (current as of the Lease Award Date).

The fire alarm system must automatically notify the local fire department via any of the
following means: directly to the local fire department, to the (911) public communications
center, to a central station, to a remote supervising station, or to a proprietary supervising
station.

If a building’s fire alarm control unit is over 25 years old, the Offeror must install a new fire
alarm system in accordance with the requirements of NFPA 72, National Fire Alarm and
Signaling Code (current as of the Lease Award Date), prior to Government acceptance and
occupancy of the offered space.

4. FPLS Prelease Reviews

a. When a FPLS prelease review is required

Leasing Specialists must follow the GSA FPLS Review Process Flow Chart to determine when a
FPLS review is to be conducted by the regional Fire Protection Engineer.

b. When FPLS prelease reviews are not required

FPLS reviews are not required by the regional Fire Protection Engineer when either:

C.

The offered space will be 10,000 rentable square feet or less in area and is located on the 1%
floor of the building.

The Offeror provides a building certificate of occupancy obtained under any edition of the
International Code Council, International Building Code (IBC) and a written commitment with
their offer that the building will meet all of the mandatory FPLS requirements in the Lease
Contract (see mandatory FPLS requirements for all leases noted above).

Procedure when a FPLS prelease review is required

The Leasing Specialist must inform the Offeror of the Offeror’s responsibility, regarding the
requirements in the Lease, to provide the following FPLS review information:
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d.

A valid building Certificate of Occupancy issued by the local jurisdiction.
If the building Certificate of Occupancy is not available or a local jurisdiction does not issue a
building Certificate of Occupancy, verification that the office space meets all applicable local
codes and ordinances. The Offeror must obtain the services of a licensed fire protection
engineer to verify such and ensure an acceptable level of safety is provided. The licensed fire
protection engineer must prepare a report indicating their assessment of the offered space is
in compliance with all applicable local codes and ordinances.
A completed GSA Form 12000, Pre-lease Fire Protection and Life Safety Evaluation for an
Office Building (Part A or Part B). (See Attachment 2, GSA Form 12000)

o Part Ais applicable when offered space is located below the 6" floor within the

building.
o Part B is applicable when offered space is located on the 6" floor or higher within the
building

A copy of the previous year’s fire alarm system maintenance record showing compliance with
the requirements in NFPA 72 (if a system is installed in the building).
A copy of the previous year’s automatic fire sprinkler system maintenance record showing
compliance with the requirements in NFPA 25 (if a system is installed in the building).
Scaled floor plan drawings (1/8 inch scale minimum) of space being offered to the
Government and floor plan(s) of the street level(s). The drawings submitted must also include
the locations of all exit stairs and elevators.

Leasing Specialist prelease review

The Leasing Specialist must review all FPLS review information provided by the Offeror for
completeness. The Leasing Specialist must verify all forms are signed and dated and all spaces
are completed. Following the review, the Leasing Specialist must create a submittal package
containing all the information provided by the Offeror, as well as completing the Transmittal
Request Form requesting a prelease FPLS review of the information by the regional Fire
Protection Engineer. (See Attachment 3, Transmittal Request for Prelease Fire Protection & Life
Safety Package Review.)

Prelease FPLS Submittal Package

Leasing Specialist must provide ample time for the regional Fire Protection Engineer to
review and comment on the prelease FPLS submittal package for each potential lease
location.

The regional Fire Protection Engineer must complete each prelease fire protection and life
safety review within 5 business days after receipt of the complete FPLS submittal package
from the Leasing Specialist. The Leasing Specialist may grant additional time for review
based on the complexity of the lease or other issues.

0 The regional Fire Protection Engineer must review the prelease FPLS submittal
package and provide any technical comments and recommendations deemed
necessary to correct any deficiencies prior to occupancy.

Any incomplete FPLS submittal packages received by the regional Fire Protection Engineer
will not be reviewed and will be returned to the Leasing Specialist to be resubmitted.

Post-award drawing review is discussed under Paragraph 11.

D-4
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5. Definitions

Hazardous areas means those areas in a building referred to as hazardous areas in NFPA 101,
Life Safety Code, or any successor standard. Examples include areas used for the storage of
combustibles or flammables; toxic, noxious, or corrosive materials; or heat producing appliances,
etc.

Equivalent level of safety means an alternative design or system (which may include automatic
fire sprinkler systems), based upon fire protection engineering analysis, which achieves a level of
safety equal to or greater than that provided by automatic fire sprinkler systems. (See 41 CFR
102-80 for guidance on conducting an equivalent level of safety analysis.)

Automatic fire sprinkler system means an electronically supervised, integrated system of
underground and overhead piping, designed in accordance with NFPA 13, Standard for the
Installation of Sprinkler Systems. The system is usually activated by heat from a fire and
discharges water over the fire area. The system must include an adequate water supply.

6. Fire Protection for Buildings That Are
Constructed

a. Lease Enforcement

Leasing Specialists must enforce the additional FPLS requirements noted below for buildings that
are constructed in response to a Request for Lease Proposals (warehouse facilities only need to
meet the requirements under first two bullet points).

e The new building shall be protected throughout by an automatic fire sprinkler system
designed in accordance with the National Fire Protection Association (NFPA) 13, Installation
of Sprinkler Systems (current as of the lease award date).

e When an electric fire pump is provided to support the design of the fire sprinkler system, a
secondary power source shall be provided to the fire pump by a standby emergency
generator or another means acceptable to the Government.

e The fire alarm system installed shall be an emergency voice/alarm communication system
when any one of the following conditions exist:

0 The building is 2 or more stories in height above the level of exit discharge.

0 The total calculated occupant load of the building is 300 or more occupants.

0 The building is subject to 100 or more occupants above or below the level of exit
discharge.

The emergency voice/alarm communication system shall be designed and installed to meet the

requirements of NFPA 72 (current as of the lease award date).

b. Purchase Option

If the lease provides the Government with an option for GSA to purchase the building at a future
date, the requirements of the Facilities Standards for the Public Buildings Service (PBS P100)
may be considered for inclusion in the lease contract (see the latest edition of the PBS P100). In
addition to the GSA-adopted nationally recognized codes and standards, State and local

PBS Leasing Desk Guide D-5
This page last revised: 05/11/2015





APPENDIX D: Fire Protection and Life Safety

GSA

% 7. Historic Buildings

government codes and ordinances apply. If a conflict exists between the GSA requirements and
the applicable State and local government requirements, the developer must identify these
requirements in writing and request a resolution from the GSA Lease Contracting Officer.

7. Historic Buildings

Initial build out and alterations in buildings listed on or eligible for the National Register of Historic
Places must be undertaken in conformance with the Secretary of Interior's Standards for
Rehabilitation, in consultation with GSA's Regional Historic Preservation Officer (RHPO). The
RHPO will coordinate consultation required under Section 106 of the National Historic
Preservation Act for alterations unavoidably affecting historic materials or historically significant
spaces. The lessor must provide required submission material described in GSA's 106
Compliance Report Template, prepared by a preservation architect meeting GSA qualification
requirements, accordance with GSA's Preservation Design and 106 Compliance Scope of Work
(www.gsa.gov/historicpreservation>project manager tools). Consult GSA Facilities Standards
PBS P100 Chapter 7, Fire Protection and Life Safety, Historic Structures (www.gsa.gov/p100)
and GSA Fire Safety Retrofit (www.gsa.gov/technicalpreservationguidelines) for specific design
and project planning guidance.

8. Temporary Leases

Leasing Specialists must ensure that space leased not longer than 6 months has a valid
certificate of occupancy and complies with all applicable local codes and ordinances adopted by
the jurisdiction in which the building is located.

9. Equivalent Level of Safety Evaluation
Procedures

When an Offeror proposes an equivalent level of safety, the Leasing Specialist must require the
Offeror to submit, for Government review and approval, a fire protection engineering analysis,
performed by a licensed fire protection engineer, demonstrating that an equivalent level of safety
for the offered building exists. (See 41 CFR 102-80 for guidance on an equivalent level of safety
analysis.)

10. RLP and Lease Paragraphs

The current Request for Lease Proposal and lease documents contain all required paragraphs
stating minimum mandatory requirements for fire protection and life safety. The Leasing
Specialist must consult the hidden blue text in the lease model documents to determine if specific
fire protection and life safety paragraphs are mandatory under certain conditions. Those
paragraphs are:
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Fire Protection for New Construction

Means of Egress

Automatic Fire Sprinkler System

Fire Alarm System

Wood Products

Adhesives and Sealants

Elevators

Exterior and Common Area Doors and Hardware
Doors: Interior

Door: Suite Entry

Doors: Hardware

Windows

Partitions: Permanent

Partitions: Sub-dividing

Insulation: Thermal, Acoustic, and HVAC
Wall Finishes

Lighting: Interior and Parking — Shell

Lighting: Interior and Parking - Tl

Mechanical, Electrical and Plumbing: General
Construction Documents

Acceptance of Space and Certificate of Occupancy
Floor Coverings and Perimeters

Snow Removal

Maintenance and Testing of Systems
Occupant Emergency Plans

11. Post-Award Drawing Review

As described under Chapter 2 of this desk guide, the Leasing Specialist must submit Design
Intent Drawings (DIDs) to the GSA Fire Protection Engineer for review and approval. The GSA
Fire Protection Engineer must also review Construction Drawings for single-tenant new lease
construction or where the lease contains a government purchase option. These reviews may
include, but are not limited to; examining furniture plan layouts, and other details that show
arrangement of means of egress, access to exits, door leaf swing direction, special locking
arrangements, emergency lighting for means of egress, exit signage for means of egress,
location of sprinklers, etc. In addition, any changes to DIDs from fire and life-safety review must
be re-submitted to the client agency for concurrence.

Leasing Specialists must use the Transmittal Request for Post-Award Fire Protection & Life
Safety Package Review form listed under Attachment 4 for this review.

Post Award FPLS Drawing Review
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e |Leasing Specialist must provide ample time for the regional Fire Protection Engineer to
review and comment on the post award FPLS drawing review package.

e The regional Fire Protection Engineer must complete the drawing review within a reasonable
time frame after receipt from the Leasing Specialist. Please note that based on the
complexity of the drawing package, these reviews by the regional Fire Protection Engineer
may take up to 2-3 weeks to complete.

0 The regional Fire Protection Engineer must review the post award FPLS drawings
and provide any technical comments and recommendations deemed necessary to
correct any deficiencies within the drawings prior to the start of construction.
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Attachment 1: GSA FPLS Review Process Flow Chart

GSA FPLS Review Process Flow Chart
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Attachment 2: Prelease Fire Protection and Life Safey
Evaluation for an Office Building

PRELEASE
FIRE PROTECTION AND LIFE SAFETY EVALUATION FOR AN OFFICE BUILDING

The prelease form contains two parts that must be completed depending on which floor the proposed offered space is
located within a building. Part A must be completed when an offered space is located below the 6% floor of a building.
Part A shall be completed by the Offeror or their authorized representative. Part B must be completed when an offered
space is located on or above the 6™ floor of a building. Part B shall be completed by a professional engineer. The
Fundamental Code Requirements apply to Part A and Part B.

Fundamental Requiremen

a. The offered building shall be evaluated for compliance with the most recent edition of the building and fire
code adopted by the jurisdiction in which the building is located; with the exception that the technical egress
requirements of the building shall be evaluated based on the egress requirements of the most recent edition
of the National Fire Protection Association (NFPA) 101, Life Safety Code. (Note: a building with a Certificate
of Occupancy indicating that a building fully complies with the International Building Code shall be deemed to
comply with this requirement.) All areas that do not meet the above stated criteria shall be identified as to the
extent that they do comply.

b. A fire escape located on the floor(s) where the offered space is located shall not be counted as an approved
exit stair,

¢.  Aninterlocking or scissor stair located on the floor(s) where the offered space is located shall only count as
one exit stair.

d.  The number of floors used to determine when Part A or Part B is applicable is based on counting the number
of floors starting from the street floor.

GENERAL SERVICES ADMINISTRATION PAGE 1016 GSA FORM 12000 {May 2015)
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PRELEASE
FIRE PROTECTION AND LIFE SAFETY EVALUATION FOR AN OFFICE BUILDING

PART A
The Offeror or their representative shall complete Part A. Part A consists of a series of short answer and yes/no/not applicable questions related to

general building information and fire protection and life safety systems. Upon completion of Part A, the Offeror must sign and date the “Offeror's
Statement”. Part A is applicable to offered space located below the 6" floor of the building.

l. BUILDING ADDRESS

Building Name:
Building Address:
City:
State:
9-Digit Zip Code:
Il GENERAL BUILDING INFORMATION
a. ldentify each floor on which space is offered and the square footage of space on each floor offered to Government:

Floor
Sq. Ft. Per Floor

b. Identify the total number of floors in the building starting at the street floor:
c. Identify the total number of floors in the building below the street floor:

d. Identify which floor(s) in the building permit reentry from the exit stair enclosure to the interior of the building:
1. OTHER USES IN BUILDING (Check All That Apply)

[ Restaurants [ Laboratories [] Storage O Retail | O
Parking
Garage

AUTOMATIC FIRE SPRINKLER SYSTEM

Please Check YES, NO, or N/A to the following questions:
a. Is an automatic fire sprinkler system installed throughout the building?

b. If automatic fire sprinklers are installed within the building, is the automatic fire sprinkler system maintained
in accordance with the applicable local codes or NFPA 25, Standard for the Inspection, Testing, and
Maintenance of Water-Based Fire Protection Systems?

FIRE ALARM SYSTEM

Please Check YES, NO, NIA to the following questions:
a.Is afire alarm system installed in the building?

b. Is an emergency voice/alarm communication system installed in the building?

c. If a fire alarm system is installed in the building, are audible devices (e.q., horns, bells, speakers, etc.)
installed on the floor in which the offered space is located in the building?

d. If a fire alarm system is installed in the building, are strobe devices installed on the floor in which the offered
space is located in the building?

e. If afire alarm system is installed in the building, is the fire alarm system over 25 years old?

f. If a fire alarm system is installed in the building, does the operation of the fire alarm system automatically
notify the local fire department via any of the following means: directly to the local fire department, to the (911)
public communications center, to a cenlral station, to a remote supervising stalion, or to a proprietary
supervising station?

g. If a fire alarm system is installed in the building, is the fire alarm system maintained in accordance with the
applicable local codes or NFPA 72, National Fire Alarm and Signaling Code?

GENERAL SERVICES ADMINISTRATION PAGE 2016 GSA FORM 12000 (May 2015)
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PRELEASE
FIRE PROTECTION AND LIFE SAFETY EVALUATION FOR AN OFFICE BUILDING

EXIT SIGNS & EMERGENCY LIGHTING
Please Check YES, NO, or N/A to the following questions:

a. Are exit signs installed in the paths of egress travel to the exit stairs or exils?

b. Is emergency lighting installed in the paths of egress travel to the exit stairs or exits?

c. If an emergency lighting system is installed in the building, is the emergency lighting system arranged to
provide illumination automatically in the event of any interruption of the building's normal lighting system?

Vil ELEVATORS

Please Check YES, NO, or N/A to the following questions:

Are elevators installed in the building?

If elevators are installed in the building, are the elevator cars equipped with a telephone or another two-way
communication system?

If elevators are installed in the building, are the elevators recalled by smoke deteclors located in the elevator
lobbies and elevator machine rooms?

VIIL. ADDITONAL INFORMATION

OFFEROR’S STATEMENT

Signature: Date:

Printed Name:

| hereby attest that the above information is complete and accurate to the best of my knowledge.

Title:
Name of Firm:
GENERAL SERVICES ADMINISTRATION PAGE 3of6 GSA FORM 12000 (May 2015)
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PRELEASE
FIRE PROTECTION AND LIFE SAFETY EVALUATION FOR AN OFFICE BUILDING

PART B

The Offeror's professional engineer shall complete Part B when an offered space is located on the 6th floor or higher of a building. Part B consists of
a delailed narrative report based on an evaluation of the entire building that also includes a walk-through of the building and the review of the
preventive maintenance records of the building's fire alarm system and automatic fire sprinkler system. The fire protection engineer shall prepare a
detailed narrative report. The detailed narrative report shall address at a minimum the items noted below as they apply fo the offered space in the
building, with specific attention to fire safety conditions that affect the floor(s) where the offered space fo the Government is located, including those
floors located below the offered space. In addition, the detailed narrative report shall include all deficiencies that do not meet the specified criteria
(see Fundamental Code Requirements), the associated code reference(s), as well as any recommended corrective action(s).

NOTES:

a.  The professional engineer must be licensed as a fire protection engineer in the same State in which the subject building is located unless
the subject State does not formally recognize fire protection engineering. In such cases, GSA will accept the services of any professional
engineer in the subject State provided the professional engineer is also recognized as a fire protection engineer in any other U.S. State or
Territory.

b.  Upon completion of Part B, the Offeror’s fire protection engineer must sign and date the “Fire Protection Engineer Statement.”

c.  Upon complstion of Part B, the Offeror must sign and date the “Offeror’s “Statement of Correction.”

d.  The accepted GSA Form 12000, Part B is valid for a time period of 5 years from the noted date on the complsted and accepted Part B.
This acceptance is conditional in that no major modifications or construction has occurred associated with the building.

The detailed narrative report shall address at a minimum the items noted below as they apply to the offered space in the building.

1. General Information.

Identify all current citations or violations noted by the local jurisdiction regarding the building.

Provide digital pictures of the building. Include exterior views showing the front of the building and all sides of the building.
Identify the number of floors in the building (above and below grade).

Identify the approximate gross square footage per floor in the building.

Identify the gross square footage and associated floor of offered space proposed to the Government to occupy.

Identify by location and describe hazardous/significant fuel load areas (greater than normal for the type of accupancy).
Identify and describe potential fire ignition sources in hazardous/significant fuel load areas in the building.

@ e a0 ow

2. ncy Classifications.
a. Identify all the different types of occupancies and particular uses on each floor of the subject building. For example, include retail,
restaurants, mechanical equipment areas, storage areas, inside parking areas, efc.

3. Building Construction.
a. Identify the building construction type.

4. Vertical Openings.
a. |dentify by location and describe the enclosure of vertical openings through floors, such as stairways, atriums, hoistways for elevators,
escalators, and shafts.

b. Identify any deficiencies in the rated vertical enclosures that affect the integrity of the enclosure.

5. Means of Eqress.
a. Identify the number of enclosed exit stairs on each floor of the building.
b.  Foreach exit stair, describe:
i.  The clear width of each stair tread and location of measurement.
ii. The egress capacity of each exil stair.
jii. ~ The location of where each exit stair discharges.
iv.  ldentify and describe the operation and application of the exit stair re-entry provisions to the interior of the building, if provided.
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PRELEASE
FIRE PROTECTION AND LIFE SAFETY EVALUATION FOR AN OFFICE BUILDING

v. Any penetrations into and openings through each exit stair enclosure assembly.

vi.  Any headroom obstruction within each exit stair enclosure.

vii.  If any exit stair has been compromised in such a way to have the potential to interfere with its use as an exit; and
viii. The exit stair remoteness arrangement.

ix. Identify and describe if all exit stair doors are self-closing and self-latching.

c.  Identify and describe all exit doors that do not swing in the direction of exit travel.

d. Identify and describe if all fire doors are in proper working order. Provide location of noted fire door and purpose.

e. Identify by floor and describe any concerns regarding the exit access system (i.e., corridor or open plan office concept), as it applies to the
proposed offered space.

f.  Identify by location and describe any concern regarding the exit signage within the building.

g. Describe the building's emergency lighting system.

h.  Identify and describe if emergency power is provided within the building.

I If emergency power for life safety systems is provided by generator(s) or UPS systems describe if they are tested and maintained in
accordance with NFPA 110, Standard for Emergency and Standby Power Systems or NFPA 111, Standard on Stored Electrical Energy
Emergency and Standby Power Systems as applicable. If not complying with the applicable NFPA Standards; identify and evaluate the
procedures being used.

6.  Automatic Fire Suppression Systems.

a. Identify and describe if the building is protected or not protected throughout by an automatic fire sprinkler system. If the building is not
protected throughout by an automatic fire sprinkler system, identify those areas of the building where partial fire sprinkler protection is
provided.

b. Identify and describe the different types of automatic fire sprinkler systems (e.g., dry, wet, pre-action, etc.) that are installed within the
building and their respective locations.

c. Identify and describe any other fire suppression systems installed within the building.

d. Identify and describe the types of standpipes installed in the building.

e. If automatic fire sprinkler systems are installed in the building, describe if they are tested and maintained in accordance with the applicable
local codes or NFPA 25, Standard for the Inspection, Testing, and Maintenance of Water-Based Fire Protection Systems. If not complying
with the applicable NFPA Standards; identify and evaluate the procedures being used. If not complying with the applicable NFPA
Standard; identify and evaluate the procedures being used.

7. FEire Alarm m.

a. Identify and describe the fire alarm system, as a minimum, the date of installation, type, manufacturer and model, and components such as
manual pull stations, elc.

b.  Describe if the fire alarm system automatically notifies the local fire department via any of the following means: directly to the local fire
department, o the (911) public communications center, to a central station, to a remote supervising station, or to a proprietary supervising
station.

¢.  Describe in detail the operation of the fire alarm system, including if it has emergency voice/alarm communication capabilities.

d. Describe if the fire alarm system is tested and maintained in accordance with NFPA 72, National Fire Alarm and Signaling Code. If not
complying with the applicable NFPA Standard; identify and evaluate the procedures being used.

8. Elevators.

a.  Verify the elevators have a current certificate (date of inspection) of elevator inspection from the local jurisdiction.

b. Identify and describe the emergency recall operation features of the elevators. Describe all differences with the requirements of
ASME/A17 1, Safety Code for Elevators and Escalators, Phase | Emergency Recall Operation requirements.

c. Identify and describe the emergency in car operation features of the elevators. Describe all differences with the requirements of
ASME/A1T 1, Safety Code for Elevators and Escalators, Phase |l Emergency In-Car Operation requirements.

d. Identify and describe if the elevators are equipped with telephones or other two-way emergency signaling systems connected to an
emergency communication location staffed 24 hours per day, 7 days per week.
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PRELEASE
FIRE PROTECTION AND LIFE SAFETY EVALUATION FOR AN OFFICE BUILDING

STATEMENT OF FIRE PROTECTION ENGINEER

| hereby attest that | have performed a full assessment of the subject premises; and that the above
information is complete and accurate to the best of my knowledge. | have initialed at the bottom of each
page. My official seal, professional license information, and signature are affixed below.

| have included findings, recommended corrective action(s), and made specific references to the
applicable code sections as an attachment to this report. Such findings specifically identify instances
where the building does not comply with the specified criteria, and recommendations have been made in
order to rectify the situation and assure substantial compliance of the building to all applicable criteria.

(If no deficiencies were identified, during the evaluation, please explicitly state so in the findings and
recommendations portion of the report.)

Signature: Date:

Printed Name:

Name of Firm: Phone #: (1)

License Number:

Stamp Here:

OFFEROR'S STATEMENT OF CORRECTION

In the event any of the offered space does not meet the above criteria, the Offeror shall attest below that
all work required to bring the offered space into full compliance with all applicable criteria will be
completed at the Offeror's sole cost and expense prior to the Government's acceptance of the offered
space under the terms of any prospective lease agreement.

NOTE: REPORTS SUBMITTED WITHOUT THE FPE’S FINDINGS, RECOMMENDED CORRECTIVE ACTIONS
AND CODE REFERENCES WILL BE RETURNED WITHOUT REVIEW BY THE GSA REGIONAL FIRE
PROTECTION ENGINEERING OFFICE.

Signature: Date:

Printed Name:

Title:
Name of Firm:
GENERAL SERVICES ADMINISTRATION PAGE 6 of6 GSA FORM 12000 (May 2015)
PBS Leasing Desk Guide D-15

This page last revised: 05/11/2015





APPENDIX D: Fire Protection and Life Safety

GSA

% Attachment 3: Transmittal Request for Prelease Fire Protection & Life Safety Package Review

Attachment 3: Transmittal Request for Prelease Fire
Protection & Life Safety Package Review

TRANSMITTAL REQUEST FOR
PRELEASE FIRE FROTECTION & LIFE SAFETY PACKAGE REVIEW

Date Submitted:

To: (Name of Program Manager or Name of Regional Fire Prolection Engineer)

From: (Name of Leasing Specialist Requesting Review)

Date Review Needed By:
(Required within 5 business days after receipt of the complete fire protection review package from the GSA Leasing Specialist).

Building Name:
Building Address: City:
State: Zip: Mame of Agency:
Floor and Associated Gross Square Feet of Offered Leased Space:
Agencies Intent on Usage of Offered Leased Space (e.g., office space - 6,000 square feet, conference rooms - 3 at 800 square
feet each, training room — 1 at 1,500 square feet, etc.).

$:::::;:Ily: Fire Protection and Life Safety Submittal Package Requirements:
GSA Form 12000, Prelease Fire Protection and Life Safety Evaluation for an Office Building PART A or
PART B

PART A (Offered space located below the 6" floor)

PART B (Offared space located on or above the 6" floor)

Od

Copy of Valid Certificate of Occupancy -or- Copy of Report Prepared by Licensed Fire Protection
Engineer Verifying the Offered Space Meets All Applicable Local Codes and Ordinances

(If a Valid Certificale of Occupancy is Unavailable or the Local Jurisdiction Does Not Issue Certificates of Occupancy)
Scaled Floor Plan Drawings (1/8 inch scale, minimum)

Floor(s) of Space Being Offered for Government Lease —and-

Floor Plan of Street Level

(Both floor plans are required to be submitted)

Copy of Previous Year's Fire Alarm System Maintenance Record Showing Compliance with the
Requirements of NFPA 72 (i a system is installed in the building

Copy of Previous Year's Sprinkler System Maintenance Record Showing Compliance with the
Requirements of NFPA 25 (if a system is installed in the building)

****NOTE: INCOMPLETE SUBMITTAL PACKAGES WILL BE RETURNED WITHOUT REVIEW****

O0do0o| O

Date Received:

Fire Protection & Life Safety Package Submittal Review:

Approved: [ Approved with O Disapproved/Resubmit with O
Comments*: Comments*:
*NOTE: See attached comments.

Mame of Regional Fire Protection Engineer Who Performed Review:
Telephone Number:

Date Review Completed:

May 2015
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Attachment 4: Transmittal Request for Post Award Fire
Protection & Life Safety Drawing Review

TRANSMITTAL REQUEST FOR
POST AWARD FIRE PROTECTION & LIFE SAFETY DRAWING REVIEW

Date Submitted:

To: (Name of Program Manager or Name of Regional Fire Protection Engineer)

From: (Name of Leasing Specialist Requesting Reviaw)

Date Review Needed By:

Building Name:
Building Address: City:
State: Zip: Name of Agency:
Floor and Associated Gross Square Feet of Offered Leased Space:
Agencies Intent on Usage of Offered Leased Space (e.g., office space - 6,000 square feet, conference rooms — 3 at 800 square
feet each, training room — 1 at 1,500 square feet, etc.).

Post Award Drawing Review:

Design Intent Drawings
Construction Drawings (Only for Single-Tenant New Lease Construction or Option for Government
Purchase)

Date Received:

Fire Protection & Life Safety Post Award Drawing Review:

Approved: O Approved with O Disapproved/Resubmit with O
Comments*: Comments*:
*NOTE: See attached comments.

Name of Regional Fire Protection Engineer Who Performed Review:
Telephone Number:

Date Review Completed:

May 2015
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